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SUMMARY of CHANGE

AISM 25-P21-A03-AlX-SUM
Personnel Locator (PERSLOC)
Software User Manual (SUM)
01 October 1998

This updated manual--

Replaces all previous versions of Software User Manual (SUM) prepared in
accordance with (IAW) Department of Defense (DOD) documentation standards
MIL-STD-498, which was canceled on 27 May 1998.

Adheres to the documentation standards contained in the Institute of Electrical
and Electronics Engineers (IEEE)/Electronics Industries Association (EIA)
standard, IEEE/EIA 12207, "Information Technology-Software Life Cycle
Process".

Provides information needed to use the system effectively.

Contains a hierarchy diagram in Section 3 that is a quick-reference to the
location of each available menu and screen.

Provides a blank copy of DA Form 2028 (Recommended Changes to
Publications and Blank Forms). This form is at the end of the manual and users
may reproduce and use it to write corrections, additions or comments about the
manual. Or users may use it as cover sheet to a marked up copy of the
PERSLOC SUM.

Be advised that changes are subject to approval by the appropriate Subject Area
Functional Proponent (SAFP).

NOTE

Some of the menus or screens shown in the manual may not yet be available in
the software. These menus or screens are shown with an asterisk next to the
menu numbers in Figure 3.4-1, PERSLOC Hierarchy Diagram.
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1 SCOPE

1.1 |IDENTIFICATION.

The following is a full identification of the Personnel Locator (PERSLOC):

a. Automated Information System (AIS) Identifier, which establishes the base
functional components of a system: P21.

b. System ldentification Code (SIC) identifies the software tool methodology that
the application is developed: A03.

C. Title and Abbreviation: Personnel Locator (PERSLOC)
d. Previously fielded Release/Version Number: 08.01/08.00.

e. Software Change Package (SCP) Release/Version number being developed/
fielded: P21-A03-09-01.

1.2 SYSTEM OVERVIEW.

The Installation Support Module (ISM) Project was established to create new software applications
(or upgrade existing ones) that would automate standard procedures and integrate information used
to manage Army installations. These software applications are packaged as modules according to
the installation management function they perform. ISM is deployed army-wide and comprises a
uniform set of automated tools that assists installation commanders in effectively managing daily
operations.

PERSLOC is part of the ISM Project, which is an army-wide Major Automated Information
System (MALIS) initiative. The primary objective of ISM is to enhance, through automation,
installation management functions. ISM applications consist of standard procedures packaged into
functional applications, which automate as well as integrate day-to-day installation processes. ISM
applications use the Installation Level Integrated Database (ILIDB), which is the central repository
for data that is common to more than one ISM application, and various local databases that contain
data elements unique to the individual ISM applications.

ISM operates at garrison locations and support functional users during peacetime, mobilization, and
wartime conditions.  Installation commanders and installation functional managers use ISM
applications and data to manage resources under their control. ISM performs the following major
functions:

Application-specific support to meet the information needs of installation
functional activities and tenant units;

Command and staff reporting requirements via standard or ad hoc queries run
against either an application database or the ILIDB; and

Information exchanged internally among installation functional activities and
externally to echelons above installation levels, as well as to Standard Army
Management Information Systems (STAMIS).

The purpose of the PERSLOC ISM is to automate the information for military/civilian personnel
and units. PERSLOC is designed to aid in locating military and civilian personnel assigned to a
particular installation including the mail forwarding services for military personnel currently
assigned and those that have been transferred from that installation. PERSLOC can display the
current unit or new address, the former old address, the unit or activity telephone number and the
off-post quarters address. You can print mailing labels, manage and purge files, as well as update
this information. The military and civilian personnel telephone locator service can be accessed

1-1



Version 09.00 AISM 25-P21-A03-AlX-SUM 01 June 1999

either by social security number (SSN) or by name. PERSLOC allows you to retrieve the
following information:

Current military/civilian activity or unit telephone numbers.

Current military personnel unit mailing address.

Current military personnel off-post mailing address

Current military personnel forwarding mailing address

Current personnel name, rank/grade, Unit Identification Code (UIC), location, and
phone number.

The current release of PERSLOC is preliminary in nature and will be expanded upon with release
of the full PERSLOC application. PERSLOC is one in a series of ISM software applications.
1.2.1 Organizational and Personnel References.

The following organizations and personnel maintain a responsibility or interest in this ISM
application.

a. ISM Functional Proponent. The ISM Functional Proponent (FP) is the Office of the
Director of Information Systems for Command, Control, Communications, and
Computers (DISCY).

b. Application Sponsor. The application sponsor is the Director of Management (DM)
Office Chief of Staff, Army (OCSA).
C. ISM/MISM FP. The ISM/MISM FP is the Director of Information Systems for

Command, Control, Communications, and Computers (DISC).

d. Assigned Responsible Agency (ARA). The ARA for technical development,
testing, fielding and maintenance of this ISM application is the Information Systems
Engineering Command (ISEC).

e. Point of Contact.

Organization: U.S. Army Information Systems Software Development
Center - Washington (USAISSDC-W)
ATTN: AMSEL-SE-IS-SDW-E-I, Stop H-5, 6000, 6" St.,
Suite S122A, Ft. Belvoir, VA 22060-5576

Point of Contact: Major Gale Harrington

Commercial Phone:  (703) 275-6941

DSN: 235-6941

1.3 DOCUMENT QVERVIEW,

The purpose of this PERSLOC SUM is to provide the software user with the information necessary
to use the system effectively. This manual also provides instructions on how to operate a Personal
Computer workstation. For information about functional and system administration, refer to U.S.
Army, AISM 25-P21-A03-AIX-SCOM, PERSLOC Software Center Operator Manual (SCOM)®.

1.3.1 Security.

PERSLOC does not store or process classified data. PERSLOC data is designated as unclassified-
sensitive two (US2), as defined in Army Regulations (AR) 380-19, minformation Systems Security
(ISS) W, 01 May 1996. This data is #or Official Use Only (FOUO)®, and prohibits unauthorized
disclosure.

a. Authorization. Either an explicit official authorization or an implicit authorization
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derived from official assignments or responsibilities must authorize access to
PERSLOC.

b. Disclosure.  You must not disclose any personal information contained in
PERSLOC except as authorized by AR 380-19.
1.3.2 Security Guidelinesfor Using PERSLOC.

The following guidance helps users to operate the system in accordance with applicable security
provisions.

1321 Modifyingor Viewing Data.

Only users who have explicit authorization are allowed to enter, modify, delete, or view PERSLOC
data. The System Administrator (SA) administrates the system access using a combination of login
name, password, and access permissions. Only, persons to whom login names and passwords were
specifically assigned by the SA shall use them.

a. Screens.  Adjust Video Display Terminal (VDT) screens so that unauthorized
person can not view informational displays.
b. Accuracy. Enter or modify data carefully and completely, to avoid storing or
transmitting erroneous or incomplete data.
1.3.2.2 Protecting Information Sources

Safeguard all information input to or generated by the system against unauthorized use, copying, or
destruction.

a. Documents.  Prevent unauthorized persons from viewing or accessing any
documents, such as forms or manual files, by covering them or storing them in
secure containers.

b. Electronic Media. Label all electronic media, such as tapes or diskettes, and
keep them in proper storage containers.

1.3.3 Documentation Conventions.
1.3.3.1 Notational Conventions.
Table 1.3-1 shows the symbols of notational conventions used throughout this manual.

Table 1.3.1. Notational Conventions
SYMBOL MEANING

<Enter= Enter or Return key. Control, alternate, or similar keys on the keyboard
are shown this way. Examples: <<Alt= <<PgDn=

<Ctrl=/<D= Denotes a combination of a control key and alphanumeric key. Hold the
<Alt=/<X> control key and press the specified alphanumeric.

<<F1= FUNCTION | Denotes a function key and its screen-labeled function

imessage ™ Denotes a message displayed on-screen

{prompt} Denotes a prompt that requires a response

text Type the text exactly as shown

Wext T Names of files, directories, and other items may be shown in quotes to
indicate their exact names
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1.3.4 Procedural Conventions.

Every item on every menu has a corresponding number. To select a menu item, press its number
followed by <<Enter=. Figure 3.4.1 shows the hierarchy of all PERSLOC menu items. Use this
hierarchy of menu item numbers to specify the menu path. The menu path for #Add/Change
PERSLOC UserTis as follows:

Master Menu

?7?7??7. PERSLOC Initialization/Administration Menu

?  ???7?1. Security Administration Menu
? ?  ????1. AddiChange PERSLOC User

‘WJse Procedure 7,1,1 (Add/Change PERSLOC User)T means to select each menu in order,
starting from the #Master Menu®. Using this system of notation, you can quickly get to the screen

needed without having to refer to the Hierarchy Diagram. Simply enter each number (followed by
<<Enter=) in the order listed.
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2 REFERENCED DOCUMENTS
2.1 PROJECT REFERENCES.

The following documents are helpful in understanding and performing the tasks described in this

SUM.

a. Project Request. U.S. Army AISM 25-P21-A03-OSE-FD, WPERSLOC Functional

Description (FD), 130 November 1992, UNCLAS.
b. Hardware Documentation.

@)

IBM POWERSstation and POWERserver - Diagnostic Information for Micro
Channel Bus Systems, Version 4.2 - Part No. SA23-2765-01.

2 IBM Adapters, Devices, and cable Information for Micro Channel Bus
Systems, Version 4.2 - Part No. SA23-2764-01.

3) IBM 7012 Models 300 Series - Installation and Service Guide - Part No.
SA23-2624-07.

4) IBM 7012 Models 300 Series - Operator Guide - Part No. SA23-2623-05.

C. Software Documentation.

1) MS-DOS User 8 Guide and Reference, Version 5.0/6.22.

2 AIX Version 4.2 Quick Installation and Startup Guide.

3) AIX Version 4.2 Installation Guide - Part No.SC23-2341.

4) AIX Version 4 2 Getting Started - Part No.GC23-2521.

(5) AlX Version 4.2 System User § Guide: Operating System and Devices.

(6) AIX Version 4.2 System Management Guide: Operating System and
Devices.

(7) AIX Version 4.2 Network Installation Management Guide and Reference.

(8) AIX Version 4.2, Information For Operation Retrieval/License System
(IFOR/LS) System Management Guide.

(9)  Oracle7™ for AIX-Based Systems Installation & Configuration Guide, Part
No0.A32105-1.

(10)  Oracle7™ SQL*Plus User & Guide and Reference, Version 3.1

(11) Oracle7™ Server SQL Language Reference Manual, Part Number 778-70-
1292.

(12)  #A Technical Introduction to the Oracle Serverwin the ®Oracle7 Server

Concepts Manuals.

2.2 TERMSAND ABBREVIATIONS.

Section 6 defines the terms, abbreviations, and acronyms unique to this manual.

2-1



Version 09.00 AISM 25-P21-A03-AlX-SUM 01 June 1999

3 SOFTWARE SUMMARY
3.1 SOFTWARE APPLICATION.

This section summarizes PERSLOC, including its background, functions performed by the
application communication techniques used, and interfaces to other systems and organizations.
PERSLOC is designed to provide-

automated assistance in locating both military and civilian personnel assigned to an
installation;

locating military units on an installation,
processing directory mail information for military personnel and their units and
updating tables of information on personnel and units.

The PERSLOC Branch and the Civilian Personnel Office (CPO) of an installation require
automation support to identify the location of assigned or employed military and civilian personnel.
They are the focal points for locating currently assigned military and civilian personnel during duty
hours. During non-duty hours, this function is transferred to the installation § Staff Duty Officer.
The procedure for locating personnel entails keeping a centralized record of all personnel, their
telephone numbers, and unit or activity titles. The PERSLOC Branch must also process
misdirected personal mail and, therefore, must maintain forwarding address information for newly
arrived military personnel and for departed personnel.

A prototype system was originally developed at Fort Sill, Oklahoma, during the mid-1980s. In
addition to the Ft. Sill Personnel Locator system, other installation PERSLOC Branches have
developed unique systems to track military and civilian personnel on their installations. To
standardize army-wide Personnel Locator procedures the PERSLOC was nominated as an ISM
application to serve as a model for automating PERSLOC requirements.

3.2 SOFTWARE INVENTORY.

The names, types, and descriptions of the PERSLOC programs (software units) are listed
below. The type column consists of- S for shell programs, E for Extended Terminal Interface
Prototype (ETIP) executable, Q for Structured Query Language (SQL) programs (without
ETI), and C for C programs (without ESQL). See Figure 3.4-1, PERSLOC Hierarchy
Diagram, for an overall view of the ETIP programs.

Table 3.2.1. PERSLOC Software Units

File Name File Type Run By Description

.profile login shell Basic user setup for system

.setuplSM .profile Runs .strtusrISM & cif_prg

.strtusrISM .setuplSM Set ISM environmental variables

post_prg .setupISM Master Menu, Peacetime Menu

adhoc_prg post_prg Ad Hoc Query Main Menu

post_inf_prg post_prg Personnel Locator Functions

ecps_prg post_prg Problem Reports/ECP-S Submission
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3.2.1 Information Inventory.
3.2.2 Resourcelnventory.

Since the software units in the PERSLOC ISM consist of a single executable and many associated
files (often small and insignificant), a complete listing of every file referenced would be
inappropriate. Instead, this exhaustive listing of the files that comprise a software unit is included
in the PERSLOC ISM Maintenance Manual. The numerical majority of files that comprise a
software unit contain help messages and other text displayed on the screen when the ETIP program
executes. Thus, most of the files do not change as a result of PERSLOC ISM processing. The
exceptions to this include dynamic menu files that can be changed by a user or the ISM
administrator. Permanent files created using the PERSLOC ISM include the Engineering Change
Proposal Software (ECP-S) data files. Other data files are created while generating reports and
during ISM processing but these are temporary in nature.

The PERSLOC database contains much of the information referenced, created and updated by
the PERSLOC ISM. PERSLOC requires this in order to operate. The ILIDB contains
information that is referenced by the PERSLOC ISM. PERSLOC cannot create or update
information in the ILIDB database. If it is not available, processing can continue.

3221 DBMSFiles

The database tables referenced or updated by PERSLOC are listed in Table 3.2.2 below in
alphabetical order. The Subject Area Database (SADB) must contain these tables to operate fully,
though it may be possible to continue operation with some tables missing.

Table 3.2.2. PERSLOC Database Tables

Database

Table

adhoc_svdet

Database

Table

adhoc_svqry

adhoc_tbl

adhoc_xref

demobloc

locator_tbl

max_id

menu_tbl

printer

printer-default

security

The tables in ILIDB that are referenced by PERSLOC are listed in Table 3.2.3 below. You can

find details about these tables in the ILIDB Database Specification.

Table 3.2.3. ILIDB Database Tables

Database

Table

civilian

Database

Table

cmsnd_occ_spec

cmsnd_off

demobloc

enl_occ_spec

enlisted

ind_address

individual

mil_pers

unit
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Table 3.2.3. ILIDB Database Tables

unit_phone warr_off

WO0_0CC_Spec

3.2.2.2 Pemanent Files

There are more than 800 permanent files in the PERSLOC run-time module. The names and
locations of the permanent files referenced created, or updated by PERSLOC are included in the
PERSLOC Software Product Specifications (SPS) manual. They are not included here, since the
files can not be understood without the detailed information about the ETIP programs that the SPS
provides. Most of the files in the PERSLOC run-time have suffixes that indicate the type of the
file. The meanings of some of the suffixes are as follows:

Table 3.2.4. Meanings of Suffixes
FILE SUFFIX TYPE/CONTENTS OF FILE

txt Text of a HELP, WARNING, BANNER, or MESSAGE SCREEN

menu List of choices available with the CHOICES key

sh Executable ®hell'Tcommands

sql SQL statements

The files contained in the ®post.expTsubdirectory are not needed at run time. They contain an
export of the PERSLOC database that is used optionally to load the database during PERSLOC
installation. The w®post.sglT file contains an SQL script that may be read by the mbimportT
command.

3.2.3 Custom Reports.

The ISM #Ad Hoc QueryTutility can create Ad hoc (customized) reports. These reports are
the output of SQL queries of the Wpostwdatabase. You can construct queries using a menu-
driven feature (knowledge of SQL not required) or you can write your own free-form SQL
queries. In either case, operation is restricted to queries only; updates or deletes are not
allowed. Refer to Section 7 of this manual for more information.

3.3 SOFTWARE ENVIRONMENT.

The PERSLOC ISM runs on any UNIX System V platform against a Structured Query Language
(SQL)-compliant Relational Database Management System (RDBMS). Terminals may consist of
any American National Standards Institute (ANSI) 3.64 type or a PC with a similar emulation
program. Printers, modems, and other peripherals will be site specific. To successfully execute
PERSLOC, the system environment should consist of the hardware, software, and utilities
designated in paragraphs 3.3.1 and 3.3.2.

NOTE: This ISM application is not dependent upon any one particular model of computer.
The hardware described in the following paragraphs is one of the configurations possible for
operating the PERSLOC application.
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3.3.1 Hardware Required.
Hardware configurations required to support PERSLOC include:

a. Computer. IBM RISC 6000 System - Model 7012-300 series.

b. Local Computer Workstation. 386/486 class personal computer, a keyboard, a
monitor, power strip/surge suppresser, communications interface.

C. Printers. For reports high-resolution dot-matrix impact printer, with RS-232 serial
communications interface and 132 column wide format.

3.3.2 Software Required.
The software required, to run, PERSLOC ISM includes:

a. Operating System (OS). AIX OS Version 4.2 Installation Guide. The operating
system supervises the work of the computer and provides software utilities.

b. RDBMS. ANSI SQL-compliant relational database management system (such as
Oracle7™ for AlIX-Based Systems). The database is a collection of data,
information about indexes, and system catalogs that describe the structure of the
database.

C. ISM Application. This is the PERSLOC application software and is used in host
mode.

d. Local Operating System. MS-DOS 5.0/6.22 disk operating system. This operating
system controls the work of the local installation computer and provides local mode,
software utilities.

e. Local Communication Software.  Various types of communications protocol
software may be used, depending on your installation configuration. This software
formats and arranges data for transmission and controls the transfer of data between
computers.

3.3.3 Database/Data Bank Characteristics.
PERSLOC is designed using a RDBMS that will:

a. Allow installation-unique tables and attributes.

b. Provide integration with other portions of the installation, central data repository
previously developed.

C. Use data elements standardized IAW AR 25-9.

The data elements used for PERSLOC are identified from the FD, the Structured
Requirements Analysis Planning (STRAP) reports, the STRAP key-based data model, the Joint
Application Development sessions, and the Prototyping sessions. Other sources include
existing databases, reports, forms, user manuals, and other data stores maintained by the
functional organization. These data elements are fully defined in the Army Data Dictionary
(ADD)/Automated Dictionary Support System (ADSS).

The data elements for PERSLOC are integrated into a multifunctional database as part of the
ISM-wide data architecture. By accessing this data architecture, each function within has a
view of its data. This view will consist of multiple data elements that are contained in a row of
one or more tables. Estimates of table and row sizes for the SBIS-wide data architecture are
presented in the Database Design Description (DBDD) Manual.
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3.3.4 Major Application Components.
PERSLOC contains the following major components:

a. Query Locator Data. One of the functions of the PERSLOC ISM is to provide
location data, and unit telephone numbers on soldiers and civilians assigned to or
employed by the installation. The type of location data that the system displays, are
the unit or activity titles, office symbol, unit or activity telephone numbers, FAX
numbers and duty status of the individual.

b. Update Military Addresses. This function allows the PERSLOC Branch clerks to
update forwarding address information received from other installations, unit mail
clerks, or military personnel themselves. Forwarding addresses may be updated for
an individual or an entire unit. The primary source document for this data is DA
Form 3955.

C. Print Mailing Labels. This function prints one or more forwarding address labels
for a soldier who has departed the unit or installation within the previous 12 months.
When individuals leave an installation, the PERSLOC Branch is responsible for
forwarding mail to their new location. Therefore, the PERSLOC application will
automatically generate mailing labels for individuals assigned to a new installation.
You will be able to print multiple labels for one individual or for an entire unit.

d. Communication Paths and Techniques. The ITP structure, which consists of the
following, supports ISM communications:

1) Host computers located at the Installation sites.

2 Communications hardware and software to support local and long-haul
connectivity.

3) User workstations located at Army installations.

4) Remote network and systems management tools located at the Army
Network and Systems Operator Center (ANSOC).

The host computers at the DMC provide ISM application processing and ISM

application databases for their client users, who gain access through

workstations.

T1 circuits and fractional T1 bandwidth are provided for long-haul communications
between the ANSOC, DMC and the installations. Bandwidth is provided through
the DOD, Defense Information System Network (DISN) when spare capacity is
available. When new service is required, it will be provided either by Defense
Commercial ~ Telecommunications Network (DCTN), or by Federal
Telecommunications System (FTS) 2000 contracts.

The ITP at the installation includes intra-building Local Area Networks (LANSs) and
inter-building communications. Installations connect to long-haul communications
via a router, which also attaches the Installation Information Transport System
(IITS), which is connected to a hub in the user buildings. Building LANs consist of
workstations and printers connected via 10BaseT intelligent hubs. In some areas,
workstations will communicate via modem to an installation hub, which will
interface to a router for long-haul communications.

PERSLOC communicates between PC workstations and a local host either via an
EIA RS-232-C serial connection or through an Ethernet LAN. Procomm terminal
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emulation software is used with the W T100Wemulation set and ISM host terminal
type, set to WTPC-CT for color monitors and ®™WTPC-MT for monochrome
monitors. The baud rate, parity, and number of stop bits should match those of the
ISM host. You can also use Telnet.

Typical configuration examples:

Serial connection using terminal emulation software with an IBM compatible PC.
The PC hardware required is a serial port (COM1 or COM2 only). The software
required is DOS 5.0 or higher and Procomm 2.4.2. Using Procomm, the following
options should be set in the Terminal Setup section (accessed by pressing <Alt/S=>
on the keyboard. The other settings in this section are irrelevant.

Settings:

Terminal Type 1 VT100
Duplex : FULL
Line Wrap : OFF
Scroll :ON

The following options should be set in the Line Parameters section (accessed by
pressing <<Alt/P= on the keyboard). All of these settings should match the
particular PC hardware and ISM host configuration that you have. Parameters that
are likely to vary are indicated with an »¥

Port : COM1*
Baud rate . 2400*
Parity : SPACE*
Data Bits 17

Stop Bits 01

The TERM variable on the ISM host should be set to WTPC-Ctor &WTPC-MT
for use with this configuration.

TCP/IP LAN connection using National Center for Super-computing Applications
(NCSA) Telnet with a network interface card (NIC) in an IBM compatible PC. The
PC hardware required is a 3COM 3C503 Ethernet NIC in addition to the PC. The
NIC should be configured for ®hinnet®™ (thin coaxial cable) and for memory
mapped 1/0 by setting the jumpers as indicated for the card. Except for this
change, use the factory default settings. The software required for the AT is:

DOS 5.0/6.0 Operating System

SMC/pkt8000.com  packet driver

TELBIN.EXE CUTCP/CUTE program (NCSA Telnet)
netstart.bat described below

telnet.bat described below

config.tel configuration file

vtpc-c.tbl keymapping file for vtpc-c terminal type

The autoexec.bat file on the PC should be modified to run the program SMC/
pkt8000.com via a batch file called netstart.bat. This loads the packet driver that
communicates between the NIC and the telnet software with its correct
configuration. The configuration is supplied as arguments to 3C503 and are, in
order from left to right, Ox7e (Software interrupt number), 2 (Interrupt level
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number), 0x300 (shared memory address) and 1 (use thinnet adaptor). Since
pkt8000 is a small (3K) TSR it can remain loaded all the time, even when not
needed. The setting of the PATH variable should include the directory where the
telbin.exe program is located along with the configuration and key-mapping files.

The telnet.bat file should change directory to this directory and then run the
telbin.exe program passing the argument supplied to telnet.bat. This is the name of
the ISM host as described in the config.tel file.

Various settings in the config.tel file depend on the LAN configuration. The name
and IP address of the PC workstation must be determined in consultation with the
LAN administrator to avoid conflict with other devices on the LAN. In addition, at
a minimum, the name(s) of the ISM host and its IP address must be set in the
config.tel file.

In the following sample config.tel file, the variables marked with ¥ 1should be set
to particular values based on your PC/LAN/ISM host configuration.  Other
variables are optional and may be set according to preference. Text after a & 1is
commentary. See the NCSA documentation for details.

myname=myname # PC 8 LAN name; unique to LAN
myip=192.108.181.200 # PC IP address; unique to LAN

name=default
keymap=WTPC-C.tbI'm  # sets default keymap

name=ISMHOST # ISM host 8 LAN name
hostip=192.108.181.72 # ISM host ® IP address

Additional pairs of lines like the last two may follow to indicate the LAN names and
IP addresses of other hosts on the LAN. The TERM variable on the LAN hosts
should be set to vtpc-c when using this configuration with the vtpc-c.tbl key-
mapping file selected.

Note: The IP address and names given above are examples only. Determine the
correct values for your LAN in consultation with the LAN administrator.

To connect to the ISM host using the LAN, invoke the telnet.bat file with the name
of the ISM host as an argument.

State-of-the-art, digital cellular communication is used where data links are
critical.

Source Data Entry. Redundant data entry is eliminated. Basic information is
captured at the source using automated source data technology, such as bar coding
and laser scanning.

Accuracy and Completeness. Reducing the need for redundant data entry and
implementing software edit checks will improve the accuracy and completeness of
data. Read and write/update access control measures will also lower the error rate.

Better Utilization of Staff. Administrative burdens are reduced, by automating data
collection and report generating functions. In some instances, manual tasks are
eliminated, entirely.

Timeliness. On-line access to centralized databases and electronic data transfer
capabilities improves the timeliness of data.

Management Oversight. Operational data are instantly available to all users at every
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level authorized to have access. Ad hoc query and report capabilities are provided,
as well as standard, user-defined reports.

] Graphics. Graphics are used to summarize statistical data (i.e., pie charts, bar
charts).

3.3.5 System Interfaces.

PERSLOC application will directly interface with STAMIS, ISM, and other stovepipe systems such
as Standard Installation/Division Personnel System (SIDPERS). These interfaces may be done as
direct connect electronic record transfer. For systems that have restricted electronic connectivity
capabilities, magnetic media (e.g., 9-track tape) data transfers may be used. The systems with
which the PERSLOC will require an automated interface include the following:

a. SIDPERS: The PERSLOC will interface with SIDPERS through the shared data
file, and have access to required personnel information (e.g., name, grade, unit and
UIC).

b. In-Processing: PERSLOC will access data entered through the én-Processing®
application when soldiers in-process at the welcome or in-processing center. Initial
information entered on a soldier includes locator data such as Unit assignment,
office title and telephone number.

C. Out-Processing: The PERSLOC will access data entered through the &@ut-
Processing Tapplication when soldiers depart from an installation. Data entered
during out-processing that is relevant to locating personnel includes forwarding
address information.

d. Records Inquiry: Through the Records Inquiry application, clerks will maintain
biographical information on military personnel. As this information is maintained,
it will be downloaded to the shared data file for access by all ISM applications.

Connectivity to STAMIS, ISM, and stovepipes on or outside the installation is currently
accomplished via SNA networks, the NIPERnet, LANSs, or asynchronous/synchronous
communication lines. Most installations have one network gateway to a major SNA network or to
the NIPERnet. Some installations have both.

The PERSLOC will consider both connectivity paths with combinations of SNA 3270 emulation
and file transfer or, in case of circuit unavailability, manual transfer of data via magnetic media.
Use of any of these methods permits wpload/download ¥ of data from STAMIS to the shared data
file and to PERSLOC data tables. Use of any existing network gateway may be considered until
hardware and software supporting an open system environment (OSE) is installed.

3.4 SOFTWARE ORGANIZATION AND OVERVIEW OF OPERATION,

PERSLOC operates under a Portable Operating System Interface for Computer Environments
(POSIX) compliant (or nearly so) operating system (OS) using an American National Standards
Institute-Structured Query Language (ANSI-SQL) Database Management System (DBMS). It was
developed under the UNIX OS using the Extended Terminal Interface Prototype (ETIP) Designer
Toolkit with the Oracle DBMS and the UNIX tool set.

ETIP Designer is used to construct most of the separate programs (software units) that comprise
PERSLOC. These ETIP programs are stand-alone, though they are normally executed via a master
program. The master program executes each other program by suspending its own operation and
invoking the other program as a subroutine in response to a menu selection. Each program may
invoke other programs this way.
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Some programs are written without ETIP and they may include Embedded Structured Query
Language (ESQL) statements. Some of these are referenced within the ETIP based programs.
PERSLOC is written in written in C. Refer to Section 3.2, Software Inventory, for details.

The PERSLOC programs communicate by shared access to the mpost™ database. The database
tables accessible by PERSLOC are listed in Section 3.2.2.1. PERSLOC also references various
tables in the ILIDB. The PERSLOC Database Design Specification (DBDD) manual (AISM 25-
P21-A03-AlIX-DBDD) contains more details about the database. Figure 3.4-1 is a directory of the
menus and screens available to the PERSLOC user.

Menu Name or Screen Executable
Master Menu ==> post_prg
?7??7?1. Peacetime Menu ==> post_inf_prg
?

?7??7?1. Military Telephone Locator Service Menu
?  ???7?1. Browse Military Phone by Name
?) ?7??7?2. Inquire Military Phone by SSN
?7??7?2. Civilian Telephone Locator Service Menu
?  ??7?7?1. Browse Civilian Phone by Name

z ?7??7?2. Inquire Civilian Phone by SSN

?7??7?3. Mail Directory Service Menu
?  ???7?1. Browse Military Address by Name

?) ?7??7?2. Inquire Military Address by SSN

??7?7?4. Address Table Menu

?  ???71. Add/Change Address Table Record
z ?7?7??2. Delete Address Table Record
?7?7?75. Phone Table Menu

? 7?7?71, Add/Change Phone Record

?  ?27?7?). Browse Phone by UPC

?) ?7?7??3. Delete a Phone Record

?7??7?6. Print Address Labels by SSN

?7??7?7. Print Address Labels by Name

?7?7?78. Batch Print Address Labels Menu

? 27?771 Print Address Labels from Batch File

?) ?7?7?7?2. Clear Address Labels Batch File

???7?9. Report Menu

?7??7?1. Past 30 day Cutoff Mail on Hold Report
?7??7?2. Departed Locator Cards Report
?7??7?3. Projected Gains List Report

?7??7?4. Expected Arrival Soldiers Report
?7??7?5. Incomplete Forwarding Address Report
??7?76. Military Personnel File Departed List

SSIEC IS BES BESBENS BEN]

?7??7?10. Ad Hoc Query ==> adhoc_prg
?7??7?1. Create A Basic Ad Hoc Query
?7??7?2. Create an Advanced Ad Hoc Query
?7??7?3. Change a Saved Ad Hoc Query

B I O R I e I B B B e e B S I R S B e R S B e B N B S S S S S VLN

Figure 3.4-1. PERSLOC Hierarchy Diagram

Menu Name or Screen

M 1 10

? ?7??7?4. Delete Ad Hoc Queries

? ?7??7?5. View/Print Saved Ad Hoc Query Results
? ??7?76. View Saved Ad Hoc Query Statements

?7?7?7?2. Transition to War Menu
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???73. Wartime Menu

???74. Demobilization Menu

?  ??7?71. Add/Change Unit

? 7?7722, Inquire About a Unit

z ???73. Delete Unit

?7?7?7?5. Customer Assistance Menu
?7?7??1. Telephonic

?7??72. Message

?7??7?3. Problem Report

?7?7??1. Add/Change ECP/PR
??7?72. Delete ECP/PR
??7?73. Submit ECP/PR
?7?7?7?4. Telnetto STARS BBS

SSJES USRS BEN]

?7?7?74. 1SM Data Sheet

SC IV BN INS RS BENEENS BEN RS

?7??7?6. Problem Reports/ECP-S Submission
?7?7??1. Add/Change ECP/PR
??7?7?2. Delete ECP/PR

??7?7?3. Submit ECP/PR

?7??7?4. Telnetto STARS BBS

SS IS U EES BEN]

?7?7??7. PERSLOC Initialization/Admin Menu
?7??7?1. Security Administration Menu
?  ?7?7?1. Add/Change PERSLOC User
?  ??7?7). Delete PERSLOC User

z ?7?7?73. Add Alternate ISM Administrator

?7?7??2. Customize PERSLOC Data Menu
?7??7?3. Set-up Installation Specific Menu
??7?7?1. Add/Change Menu Entries

?7?7??2. Delete Menu Entries
29992

AS IR USRS BEN]

???74. Peripheral Administration Menu

? 7?7?71, AddiChange Application Printers
z ?7?7??2. Delete Application Printers
?7??7?5. Ad Hoc Query Administration Menu

?  ??7?1 Select Elements to Show

z ?7??7?2. Add/Change Element Comments

??7?7?5. Local Unit Maintenance
?7??7?1. Add/Change Local Unit
?7?7??2. Delete Local Unit

A I N B B O I I B B B B B B N B B N I N S IRV N

?7??7?8. Installation-Specific Applications Menu
?7??7?9. View Documentation/Regulations Menu
??7?7?1. View Governing Regulation (Primary)
??7?7?2. View End User Manual
?7??7?3. View Implementation Procedures

Figure 3.4-2.

Menu Name or Screen

M 9
??7?7?4. View Maintenance Manual
??7?7?5. View ISMSIS

??7?7?6. View Configuration Control Manual

?7??7??. View Functional Description

?7?7??799. Return to Master Menu

----- . Add/Change Address Record Write Permissions
?7??7?4. Delete Address Record Write Permissions

PERSLOC Hierarchy Diagram

==> ecps_prg

==> ecps_prg
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Figure 3.4-1. PERSLOC Hierarchy Diagram fAContinued.
3.4.1 Performance.

Accessing PERSLOC forms is virtually immediate. Large reports may take several minutes to
process, depending on size and complexity of queries. Disturbances in the connections to the
system over any telecommunications pathways may reduce the access time for PERSLOC forms
and menus. The PERSLOC application adheres to the following performance requirements:

a. Built around a relational database with a query capability to retrieve PERSLOC
data. The processes used to retrieve data are easy to use, menu-driven, and require
minimal external user training. Help screens and embedded tutorials are provided to
enhance user § confidence and reduce training time.

b. Contains a dictionary of data elements, codes and values that can be accessed
on-line.
C. Distinguishes between different types and levels of users for adequate data integrity

and confidentiality. The PERSLOC is able to restrict access to processes and data,
based on the type of user and the access authority granted.

d. Is available to the users 24 hours per day, 7 days per week, except for periods
where system maintenance is required. However, system maintenance will be
performed during low processing periods, e.g., on weekends.

e. Provides utilization and management statistics to track support module use, number
of users having access to the module, storage requirements for applications
software, storage requirements for PERSLOC data, and processing cycles required
(average daily, weekly, and monthly).

f. Produces an archival record of application/database changes.
Provides information concerning the version in use for configuration management.

h. provides the ability to do cross-system queries that will allow you to:
select and combine information from one or two files,

specify the ordering of data in reports,

specify exactly how the report is to appear with page headings and footings
and column headings,

save the specifications that generate each report and
save selected query results.

i User-friendly. Some of the criteria used to determine the degree to which the
PERSLOC is user-friendly are: the system learning curve, how well the user
remembers how to use the program, speed of performance, rate of user error, and
user satisfaction. The way it optimizes user friendliness is by displaying system data
entry screens and menus in a standard format with standard function keys used
throughout the system.

]. Restricts access to functions by user name and password.

K. Provides a command line describing actions you can take on a specific screen. For
example, <<F1= Help. The user interface is sufficiently informative that an
experienced user will not have to rely on printed documents, such as user manuals,
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to execute the normal tasks.

. treats all alphabetic entries as the capitalized case; the system is not case sensitive.
allows you to press the <<Esc= key before completing any transaction.
verifies data type, values, and ranges for each data field.

m.
n
0. provides the option of directing system output to the screen, a printer, or a file.
p provides access to an electronic mail system.

q

designed to allow data retrieval and querying functions to support any required
reports.

3.4.2 Accuracy and Validity.
The following items represent the minimum accuracy and validity performance requirements:

a. Accuracy is critical for data elements identifying requisitions/purchase requests,
items ordered, and accounting codes.

b. PERSLOC completely edits all interactive and batch transactions for valid codes in
each data element and is consistent with other data elements in the transaction data
in the database. If an error is made in data entry, PERSLOC will notify you and
allow correction of the appropriate fields without forcing the re-keying of every
entry. It processes all transactions through all edits and reports all errors.

C. In editing interactive and batch transactions, PERSLOC employs valid code tables.
Changes to the code table are effective in the edits without programmer support.

d. PERSLOC incorporates transaction logging and error recovery procedures. It will
not lose data nor leave incomplete transactions in the database as a result of a system
malfunction.

e. PERSLOC maintains accurate data and produces accurate reports, using all the data

in the system. Defining data fields that are selected or combined to produce the
desired report is crucial to the success of the application. Calculations involving
dollar amounts are accurate to the third decimal place and rounded to the .5 mil
rule. Data transmitted to the PERSLOC are 100% accurate.

f. Final validity of PERSLOC requires testing in accordance with test bed TB 18-104,
Army Automation - Testing of Computer Software and the ISM Configuration
Management Plan.

3.4.3 Timing.
There are three major concerns regarding timing:

a. Availability of updated information from external sources.
b. Availability of information from the installation shared database.
b. Responsiveness of the system to the user.

3.4.4 Availability of External Data.

PERSLOC is able to receive input data via magnetic media or electronic data transfer, either on-
line directly from another system or via modem and download.

a. User Profile Data. Since the primary purpose of PERSLOC is to reduce the
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redundant entry of existing data and reduce the probability of errors entering the
system, PERSLOC has user profile data posted to its data files. These data are
used to establish authorization for the individual to access the system and are
tested against personnel, unit, phone, and address files.

345 User Responsiveness.

a. Response time from receipt of input data to availability of products. PERSLOC
edits interactive transactions and update tables on-line. Both invalid codes and
inconsistent data elements (transaction and resident) are corrected at the time of
input. The data will then be immediately available to all processes and sub-
processes.

b. Response time to queries and updates.

1) Queries and updates for data input/update on an individual record will have
an immediate response time of not more than one second, ninety percent of
the time. This response time is the target for a directly connected device,
which are not confused with communication-related lag times-
communication lags attributed to dial-ins, communication controllers,
multiplexors (MUXSs), concentrators, LANS, etc. This target response time
is a database design requirement.

2 Queries and updates on multiple records provide adequate response in not
more than one second, ninety percent of the time. These transactions take
place within an installation, assuming adequate application connectivity is in
effect.

3.4.6 Capacity Limits.

Capacity information is used to determine system software and data storage requirements,
equipment requirements, and processing requirements. Capacity requirements during peace,
transition to war, conflict, and de-mobilization will vary for individual ISM/MISM applications
according to the functions performed and the installation at which they are installed. Capacity
requirements for PERSLOC are discussed in terms of estimated transaction volumes; number or
users; and data retention. There are several categories of data or system usage which define
capacity limits for the software implementation of PERSLOC and its operation on a hardware
platform. Table 3.2.5 lists each category for consideration, the theoretical capacity limit, and a
“‘Wpracticalmupper bound, and a discussion of the category where appropriate.

a. PERSLOC Estimated Transaction Volumes: Table 3.2.6 displays data for each of
the categories listed in Table 3.2.5 for small, mid-size, and large volume
installations. The numbers appearing within the table are based on simulated counts
from the created baseline. Also shown in Table 3.2.6 is a Wworst-case T column.
This represents the largest data counts for a yet unseen margeTinstallation operating
in an intense work-effort period such as normally associated with mobilization or
wartime.

b. Data Retention: The PERSLOC Branch is required to maintain forwarding address
information on personnel who leave an installation up to 12 months after the
individual has departed and maintain address information on newly arrived
personnel for up to 12 months. After 12 months, the information is purged from
the Personnel Locator database.
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Table 3.2.5. Capacity Limits

Category

PERSLOC
Transactions
Executed

Theoret-
ical
Limit

Unlimited/
500,000

Practical
Limit

Category Discussion

In theory, there should be no limit to the maximum
number personnel supported. On a practical basis, no
existing installation currently has more than 75,000. An
estimated worst case is 500,000.

Outstanding
PERSLOC
Inquires to the
System

Unlimited/
9,999

Average
50 per
day

Average
14,000/yr

This is the primary barometer for determining the usage
of the PERSLOC application at an installation. In
theory, there is no limitation on the number of personnel
on an installation. A practical upper bound on the
number of transactions per day from any installation is
estimated at 500. The practical upper bound for the
daily number of PERSLOC transactions per individual
employee is estimated at 50. The theoretical upper
bound is 9,999.

Maximum
Users

Unlimited/
9,999

These include: both active, inactive, and part-time users.

Terminals
Connected

Unlimited/
999

All terminals connected to the central processor, all of
which will not be used.

Simultaneous
Users

100

Users connected to the central processor who can
potentially initiate a functional process.

Table 3.2.6. Estimated Transaction Volume by Installation Size Category

Usage Category

Personnel Locators

<=1 <=3

Business Day Transactions

<=20K <=75K 500 K

Total Users

= =15 <= =140 999

Total Terminals

<=9 <=20 100

Simultaneous Users

<=7 < =16 60

Database Size

3.4.7 Controls.

<< =100 MB << =250 MB | 1,000 MB

01 June 1999

Through the WPERSLOC Initialization/Administration Menus, the PERSLOC Administrator
controls which user LOGIN ID ® have access to the specific PERSLOC functions. The installation
Directorate of Information Management (DOIM) and installation level SAFP for PERSLOC have
established ISM controls to ensure the proper use of the ISM in support of the overall mission. The
SA at the ANSOC is responsible for supervisory controls, including system identification and
security, user services, disk management, file system administration, performance management,
and interaction with operating system controls.

3.5 CONTINGENCIESAND ALTERNATE STATESAND M ODESOF OPERATION,

There is no difference in the operation of this ISM during peacetime, war, or conditions of alert.
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During any emergency condition, you must know how to safeguard against loss of information.
This section outlines methods used for saving and restoring data, implementing manual procedures,
substituting equipment, and operating in degraded mode.

CAUTION: In case of system failures, or Krashes, ¥ and other abnormal shutdowns of the
Installation computer or workstation, contact the SA or DOIM before continuing operation.

3.5.1 FailureContingencies.

PERSLOC requires three types of failure contingency safeguards in case of user error or
hardware/software failure:

Back Up
Fall back
Degraded Modes of Operation

3511 Backup.

Backups are copies (archives) of computer files that are made to preserve existing work. Failed
systems that have not been backed up may be impossible to recover. System recovery can require
one or more of the following:

a. Program Backup. Use this backup to restore the latest version of the ISM
application software and is separate from the database.

b. Data Backup. Use this backup to restore the database to a point as it existed
immediately before a failure and comes from three sources:

1) Transaction Buffer. Work that is currently in progress is placed into a
temporary transaction buffer. If the RDBMS crashes, this temporary buffer
will be restored after the system is restarted. Both storage and recovery of
transaction buffers are performed automatically by the RDBMS.

2 Transaction Log. A record of all completed transactions is automatically
written to a transaction log. This log is written onto external or removable
media and used to roll back transactions, restore databases from archives,
and recover from system failures. Transactions that are incomplete at the
time of failure will be permanently lost.

3) Database Backup. This is a copy of the entire database, which is made on a
daily basis, and which is used to recover a database that has been
completely, destroyed.

C. Electrical Power Backup. In case power to the computer is suddenly lost, an un-
interruptible power system (UPS) will automatically provide between 20 and 30
minutes of continuous power to the system. This prevents the computer from
shutting down in the middle of saving files.

Backup requirements are those, necessary to ensure continued achievement of system functions.
There are two primary types of system backup:

a. Automatic Backup. The system automatically saves work entered into system
memory to a restorable temporary file. The purpose is to save on-going work from
loss in case of an abnormal system shutdown. On restart of the system, the user is
informed that a temporary file exists from a previous abnormally ended session, and
can be queried on whether or not the system should restore the files.
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C.

Routine Backup. The system does routine periodic backups. The backup of data
tables that were changed during the day is backed up to external or removable media
during the end-of-day functions. The system keeps track of the time lapse between
backups and notifies the user if a (table-driven) period of time has been exceeded
without performing a backup. For example, if the end-of-day routine requires a
backup of certain data tables and if the system detects that no backup function has
been performed during a 24-hour period, then the SA is notified and told to perform
the backup before beginning the next day ® processing. The backup and subsequent
restore processes are easy for the SA to perform.

35.1.2 Fall Back.

Use fall back techniques to ensure the continued satisfaction of the specific requirements of the
system in the event of a system failure.

a.

b.

Workstation failures. There are two, primary fall back techniques:

1) Alternate Equipment. If a terminal or PC workstation fails, another one
should be used in its place. If a printer fails or is unavailable, print output
should be rerouted to another printer or the printer should be replaced.

2 Manual Operations.  If automated system is not available, manual
procedures should be used to perform transactions until the automated
system is back in operation. When the system is back in operation, the
manual transactions are entered into the system. The system includes the
ability to reroute output to different devices in the event that the normal
output device is unavailable. For example, if a standard report is normally
routed to a specific printer, the user has the option of re-directing the output
to another printer as the situation dictates.

Installation Failures. In case the installation system fails, you should contact the
installation SA or DOIM for instructions.

3513 Degraded M odesof Operation.

This provides for operating the system according to a priority established in order of importance or
urgency. The priority for operating any ISM in degraded mode is as follows:

Table 3.5.1. Degraded Modes of Operation

Interactive input of data

Standard report generation

Loading input data from other sources (e.g., ASMIS)

Transmitting data to other organizations (e.g., Staff Agencies)

Ad hoc queries of the database

3.5.2 Restart/Recovery.

a

General. The application software requires no restart procedures. However, the
RDBMS automatically logs transactions that are completed. If the RDBMS
crashes, an archive copy of the database is restored to disk, and the database is
rolled forward to a point just before the failure. If any transactions were not
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completed, the database will be rolled back to the last completed transaction.

b. Policy. RDBMS transaction logging is automatic and has the default &checkpoint
intervalm of 20 minutes, which can be changed by the Database Administrator
(DBA). Backups of the database must be performed a minimum of once per day.
Backups of the application software can be conveniently performed when the
database is backed up. DMC personnel will perform backups of applications, the
ILIDB, and subject area databases.

C. Data Recovery. In case the ISM program has been corrupted or destroyed, the
backup copy is restored. To recover a destroyed database, the latest backup is
restored and then the contents of the transaction log read in. When the system
is restarted, it checks for the existence of a complete transaction and
automatically recovers; the RDBMS notifies users when an automatic recovery
from backup is being performed.

3.6 SECURITY AND PRIVACY.

The information contained in this application is designated unclassified sensitive-two (US-2). US-2

is unclassified information, which primarily must be protected to ensure its availability and/or

integrity.  This information also requires protection from unauthorized personnel to ensure

confidentiality. Examples of US-2 include information dealing with logistics, medical care,

personnel management, Privacy Act data, contractual data and #or Official Use Only (FOUO)T
information. All data, which is subject to the Privacy Act, pursuant to Public Law 93-579, will be

handled in such a manner as to preclude unauthorized release of the information. The Personnel

Locator application data tables will contain information that must be safeguarded against

unauthorized assess. Only users with a valid login ID and PASSWORD may access the PERSLOC

ISM. PERSLOC SA must grant privileges to a user to access the various options of the ISM.

3.6.1 Threat Types.

There are several possible threats to which the system could be subjected. These threats are taken
into consideration in the development of safeguards.

3.6.2 Unauthorized Access.

This type of threat concerns an individual attempting to gain access to the system who is not
authorized to either use the system or has a meed to know. T The system provides safeguards
against these types of thackersmor Hdle curiosity seekers. T

3.6.21 Fraud and EmbezzZlement.

This type of threat concerns an individual authorized system access attempting to falsify requisition
records for purpose of acquiring unauthorized items. The system provides safeguards against any
one individual having complete control over an entire accounting transaction; and maintains
permanent, unalterable audit logs of record access.

3.6.22 Other Threat.

This type of threat concerns the physical misappropriation of the computer containing the
application program and its data bank/database. The system includes safeguards such as encryption
of data elements, if appropriate, to prevent sensitive data from falling into the wrong hands by
physical misappropriation of the system hardware.

3.6.23 Servicelnterruption/Degradation.
This type threat is normally related to scheduled or unscheduled availability of the system to run the
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application as intended. The disruption may be due to power outages, environmental situations,
etc. The system provides safeguards for restoring systems abnormally terminated/shut down.

3.6.24 Human Errorsof Commission and Omisson.

This type of threat is normally related to user carelessness or ignorance. The system provides
safeguards by automatically performing edit checks for enumerated values, acceptable ranges, etc.

3.6.25 Privacy Violations

This type of threat involves unauthorized release of personnel information protected under the
Privacy Act of 1974, Section 5, United States Code 552a. Data elements identified as protected
under the Privacy Act are safeguarded by the system through encryption, user access levels, or
other controls as appropriate.

3.6.26 Sabotage

This type of threat would most likely involve an authorized user deliberately erasing or otherwise
destroying system data files and/or backup file media. The system periodically determines duration
between system sessions and last system backup. The system also periodically requires a backup to
be generated if some predetermined number of sessions has occurred without the operator
voluntarily performing a backup operation. The backup ensures that at least three separate backup
copies are maintained and the system cycles through them interactively.

3.6.27 Indugria/Military Espionage.

This threat would normally involve a former user gaining access to the system for some personal
benefit. The system provides safeguards to require inactive USERID to be deleted from the
system. The system also requires periodic mandatory change of authorized user passwords.

WARNING

IT IS A VIOLATION OF FEDERAL LAW TO ACCESS, COPY, OR
OTHERWISE USE GOVERNMENT COMPUTER RESOURCES WITHOUT
SPECIFIC AUTHORIZATION.

3.7 ASSISTANCE AND PROBLEM REPORTING.

Obtain assistance by contacting the Customer Assistance Office (CAQ) at the appropriate ANSOC,
unless instructed to report to an intermediate source first. Report problems using the procedures
described in the Configuration Control Manual, AISM 25-P21-A03-AlX-CCM. Use DA Form
5005-R, ®Engineering Change Proposal-Software (ECP-S)Tto report the problem and submit it to
the appropriate ANSOC. You may report the problems on the Fort Huachuca hot line DSN: 879-
6798/6858 or on commercial line 1-800-305-3036.
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4 ACCESSTO THE SOFTWARE

This section provides the instructions necessary to assist both the first-time and occasional end users
of the PERSLOC ISM application in gaining access to the system. This section also describes how
to access the PERSLOC system reliably without detailed knowledge of the functional capabilities of
the application. The symbols shown in Figure 4-1 are notational conventions used throughout this
manual.

Table 4.1. Notational Conventions

SYMBOL MEANING

<key= Press the specified key.

<keyl=> <key2= Press and release <<keyl= then press and release key?2.

<keyl=/<key2= Press and hold key1 while pressing key?2, then release both.

<<F1 FUNCTION= | Denotes a screen-labeled function key and its function.

<<message=> Denotes a message displayed on-screen.

{prompt} Denotes a prompt that requires a response.

Wext T Type the text within the quotes (do not type the T marks).

4,1 FIRST-TIME USER OF THE SOFTWARE.

This section discusses procedures for the first time use of PERSLOC. Each user must have a
USERID and a password to access the PERSLOC application. The USERID identifies you to the
system and the password further verifies the level of access you will have. The SA is responsible
for assigning USERID and passwords. After the final workday transaction has been completed,
press <<F6= until the LOGIN prompt appears and switch off the monitor.

4.1.1 Equipment familiarization.

This section describes how to access PERSLOC using the 386/486 PC. The following paragraphs
describe the specifications/attributes of the equipment supporting PERSLOC:

a. Power and Adjustments.

1) Make sure the PC and monitor are plugged into a power outlet, and that the
keyboard is plugged into the PC.

2 First, press the power switch to turn on the PC. Then, press the power
switch to turn on the monitor. After boot-up is complete, the operating
system prompt will appear.

2 Adjust the angle of the viewing screen by tilting it up, or down or swiveling
it left to right. If necessary, adjust the brightness and contrast.

b. Cursor. The cursor shows the position where typed-in text will appear on the
screen.
1) Four cursor types are available: line or block, blinking or not blinking. Set
cursor type using the operating system setup.
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2 You can use the <<Enter= key, arrow keys, or <<Tab= key to position the
cursor at the desired data entry point.

C. Keyboard Layout. There are 12 function keys, labeled <<F1= through <<F12=,
located across the top of the keyboard. PERSLOC does not support the use of a
mouse.

1) Refer to Section 8, ©ISM User Interface Standards, to find out what each
function key means when using the software.

2 Specialized function keys, which may not appear in Section 8, are described
throughout Section 5, Processing Reference Guide.

d. Turning Power Off. If you want to turn off the power to the computer, you should
first press <<F3= to save any work in progress, then press <F6= until the UNIX
login ID appears. When using Telnet or Procomm, there is no need to logout first.

However, if you have more than two sessions running at the same time, you should
end all sessions before turning off the PC.

4.1.2 Accesscontrol.
This paragraph presents an overview of PERSLOC access and relevant security features.

a. Obtaining a password. The system needs a unique login and password for a user to
access. The PERSLOC SA must also grant access privileges to a user to run the
different options of the ISM. The PERSLOC SA for the installation should be
contacted for information relative to access to the PERSLOC.

b. Password Controlled Functions. The installation PERSLOC SA should be contacted
for information about password controlled functions.

C. Report Security and Privacy Considerations. Data elements identified as protected
under the Privacy Act are safeguarded through user access levels.

4.1.3 Ingtallation and setup.

The U.S. Army 7th Signal Command supervises PERSLOC installation. ANSOC personnel
install the application software onto the host computer, and the ANSOC SA administers the
system. The PERSLOC FA is responsible for initial setup and customization according to
requirements of the installation where PERSLOC is being used. AISM 25-P21-A03-AlX-SIP,
PERSLOC Software Installation Plan (SIP), contains both installation and initial setup
instructions. To be identified as a user or authorized to access or install PERSLOC software,
contact the PERSLOC FA.

4.2 INITIATING A SESSION,

To successfully access the PERSLOC host computer, you must first obtain the necessary log-in
name and password from your SA. If your PC has a direct connect to the LAN, then use the
procedure to login to the PERSLOC application.

4.2.1 Beginning PERSLOC Processing.

After successfully logging-in to PERSLOC via the ISM computer, you are ready to begin
processing. Upon accessing PERSLOC, a start-up évarning iscreen as shown in Figure 4.2.2 will
appear.
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You have reached a US Government computer or data base, used solely

by the US Government, its officers, and agents. It is a violation

of the Federal Law, to access and use U5 Government computer resources
without specific authorization. Each access is subject to recording
and auditing. Uithout specific authorization from US Gowernment, you
are an intruder. Intruders are subject to criminal prosecution, fine,
and/or imprisonment.

Press RETURH to continue; F6 = CAHCEL to exit

Figure 4.2-1. Federal Warning Screen

To continue, press <<Enter=. Then, follow the instructions supplied in Section 5,
Processing Reference Guide.

To cancel and return to the {Login:} prompt, press <F6=. Then, follow the
appropriate procedure for disconnecting from the ISM computer:

1) Press <<Alt/X>= to exit a Telnet session, or
2 Press <<Ctrl/X>= twice to exit an ISM dialing session.

4.3 STOPPING AND SUSPENDING WORK,

You can stop work and exit the system at any time, but before exiting, press <F3= to save
current information.

a.

To stop or interrupt use of the system, press <<F6= to abort system start-up (if the
warning screen is still displayed) or to get back to the Master Menu (if the system is
already running).

To suspend an operation, refer to the paragraph in this manual describing that
specific operation.
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5 PROCESSING REFERENCE GUIDE

This section provides detailed descriptions of the functional and technical processing capabilities of
the PERSLOC ISM application.

51 CAPABILITIES.

This section describes the capabilities of PERSLOC and the inter-relationships of its functions,
menus, screens, and reports. The paragraph 5.3, below discusses the functionality, which is
currently implemented in version 9.00. The remaining functionality will be implemented through
the Engineering Change Proposal-Software (ECP-S) process.

5.2 CONVENTIONS.

This section presents the standard conventions used throughout the application.

Menu selection: Use the arrow keys to position a menu bar and highlight your
selection, then press the <<Enter= key to select the menu item.
Menu items may also be selected by typing the number of your
choice and pressing <<Enter=.

Menu de-selection: Press <F6= to move to a previous menu level or to cancel an
action. To change a keyed-in menu selection, press the backspace
key to clear the buffer, then key in the new selection and press
<<Enter=.

Entering dates: At a Date Range Selection Menus, enter dates as YYYY/MM/DD
or YYYYMMDD or YYMMDD. The current date responds to
‘Hodaywmor & Dates are converted to the following format for
display: &YYYY/MM/DDW.

Entering time: Use military time at a WTime Range Selection Menu® Typing
‘mow minserts the current military time.
SSN Identification: PERSLOC uses the SSN throughout to identify a soldier. Entering a

SSN displays existing system data for that soldier. From a blank
menu, entering the SSN will fill the buffer for the SSN field, which
will then display system information. If the field is already
populated with a SSN from a previous entry however, you must
press <<Enter= to activate the search function.

Message line: As you advance to each field, the system displays instructions
specific to the current field at the bottom of the screen.
Field choices: When completing an input screen, values associated with the field

are available for display if the F2 box at the bottom of the screen
displays #Choices. T Pressing <<F2= will display a list of field
values in a mpop-up T window, at the top of the screen. Highlight
your choice from the list and press <<Enter= to select that field
value (From some selection menus, the system prompts you to use
<<F2>= to mark selections. In this case selections are marked with a
‘= i character.)

KChoices T screens may include up and down pointers at the right
side of the screen. This indicates that more choices are available for
the field than can appear at one time. A mown pointer¥signals that
more field choices can be viewed on the next page (accessed by
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Case sensitive:

Record locking:

<F3= or <<Page Up= or <Ctrl/W=). An wp pointertsignals
that previous choices can be redisplayed (accessed by <<Page
Down= or <Ctrl/V= or <<F2>=, previous page). Use the
<<Home= key to go back to the beginning of the list; <End=>
moves to the last choice of the list. You can also key in the first few
letters of a selection to position the menu bar directly to that field
(e.g., to quickly select WUnited Stateswfrom a list of countries, key
in uNim.

Since UNIX is case sensitive, entering items with the Caps Lock key
active may not produce the results desired. Since items entered
lowercase, will be converted automatically to uppercase, do not
activate the Caps Lock function.

In a relational database, a record, can only be accessed by one user
at a time. A Structured Query Language (SQL) error message may
appear during operation of the system if a record you are trying to
access is locked by another user. In this event, cancel the operation
and reattempt access after a few minutes. SQL errors related to
record locking are as follows: 233, 243, 244, 245, 246, 250, 271,
289, 291, 378, and 534.

Some of the standard Function Key (PF Key) definitions for the PERSLOC Software are in this
section. Section 8 contains additional information on user interface standards.

Table 5.1.1. Definitions of Function Keys

KEY

<Fl>

FUNCTION

Display context-sensitive HELP screen

<F2>

Display choices of items for selected field. Also allows you to mark an item.

<F3>

Accept entries and move to next activity.

<F6=>

DO NOT accept entries--return to previous activity.

<F8=>

Display next set of function keys.

<F8><F1=>

Prints the requested form/report.

<F8=><F2>

View the requested form/report.

<F8=><F4=>

Will return to the previous page.

<F8=<F5=>

Moves the data displayed on-screen down one page.

5.2.1 Input Requirements
PERSLOC is to be used as an interactive application. This means that it is designed for access and

use from a terminal.

PERSLOC gets data residing in the application ¥ specific subject area

database (SADB); however, PERSLOC may also retrieve input from the ILIDB. Initially, the
majority of the data input will be from the end user. But as users add to the common SADB, more
and more of the data needed, will be provided. Some reports and queries will require you to
specify a range of dates to begin and end the report or query. Other times, you will provide a
Social Security Number (SSN) to locate specific pieces of information for an individual.
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5.2.2 Input Formats

In general, PERSLOC menus and data entry screens provide format instructions for the fields they
contain. Additional instruction on the format or nature of the expected input may be obtained by
pressing <F1 HELP= or <F2 CHOICES=. Appendix ETof the PERSLOC FD contains a
Data Element Dictionary, which describes composition and length of data elements used by this
system.

5.2.3 Compostion Rules

PERSLOC screens show you each field ® expected number of characters or the character limit.
Some fields have range and validity checks. If you make an incorrect entry, you will be provided a
meaningful error message.

5.2.4 Input Vocabulary

Each screen is composed of text describing expected input, fields to accept your input, a message
line at the bottom for input directions, and occasionally, a pop-up error message. Some screens
accept so much information that it is not possible to describe the field fully, so an element
abbreviation is put on your screen. Appendix ETof the PERSLOC FD contains a list of the
PERSLOC data elements, their abbreviations, and formats.

5.25 Output Requirements.

PERSLOC output is generated in three basic media: to screen, to printer, and to a file. Screen
output is used for system queries when on-line information viewing is adequate. Tape output will
be used either by the application or SA to send data to remote locations. Reports and/or queries
that are required in hard copy will go to your printer.

5.2.6 Output Formats.

In all cases, the format of the output is controlled by the application, and you will see it as it is
designed. Changes to output formats must be requested through your application administrator via
ECP-S. (See PERSLOC Customer Assistance function described in paragraph 5.3.5.).

5.2.7 Sample Outputs.

PERSLOC is an interactive application, most of your output will be to your screen and will be
easily read. Reports can be verified on your screen before they are printed.

5.2.8 Output Vocabulary.
All output is selected via menus.
5.3 PROCESSING PROCEDURES,

This section describes the processing capabilities of PERSLOC. Paragraphs 5.3.1 through 5.3.9
provide a detailed walk-through of each of the procedures, menus, and/or data entry screens that
make up the functional processes of the PERSLOC application.

All sections provide an explanation of each procedure, menus, and/or data entry screens that make
up the functional processes of the PERSLOC application.

The processing procedure of PERSLOC starts from the initial screen of PERSLOC, referred to as
the MWarningwscreen (Figure 4.2.2).

5-3



Version 09.00 AISM 25-P21-A03-AlX-SUM 01 June 1999

Ueloome To

HEEAHE HEENHSE HEEHRE HEHRE B

BN ] Bl 3
1 EH [ EH It
HEEHHE  HEENN  HERHNE  SEHEE B
H ] L | H
[l 0 H i 0 ik ] 4
n HEEHNAE B B 3ENEA BOENUEE NERHAEN  RANAE

Prass HETUMKE to continue:! F

Figure 5.3-1. Welcome Screen

From the ®wWarningwscreen of PERSLOC, you have two options. Press <<Enter= to display the
PERSLOC wWelcomeT screen or press <<F6= Function Key to exit from the PERSLOC
application and return to the UNIX LOGIN prompt. The processing procedures described in the
following paragraphs are organized by menu, beginning with the highest level menu - the iMaster
Menu®. Refer to Figure 3.4-1 PERSLOC Hierarchy Diagram for an overall view of the menu
structure.

STEP 1. After pressing <<Enter= with start-up warning screen displayed, press <<Enter=
to display PERSLOC ®Welcome Screen'®. Most processes have help screens. To
access a help screen, press <<F1= at any time. Use help screens whenever you
want guidance in performing functions or entering data.

STEP 2. Press <Enter= to display iMaster Menus.

Haster Henu
. Peacetime Henu
Transition to Uar Henu
Wartime Henu
Demokilization Menu I

>

Customer Assistance Menu

Problem Reports~ECP-S5 Submission
PERSLOC InitializationsAdmin Henu
Installation-Specific Applications Henu
Uiew Documentation~ Regulations Henu

WO~ U e L) L

Figure 5.3-2. Master Menu

Help menus have been provided for each process. By pressing <<F1=, which is the designated
HELP key, before selecting each menu, form or order, it is possible to access an instructional
narrative. This HELP facility provides detailed guidance and support when you may need further
instruction for appropriate actions and entries. In certain situations, some portions of the ISM have
not yet been developed and you will be presented with a ®HHELP T screen similar to the example
shown below.

HELE = Trensiiion Lo Uar fem L3

Details of how this 1590 is to be used during "transition to war”
are still bBeing developed Ar they become available, they will be
imEmrporated.
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You will not normally have access to the WPERSLOC Initialization/Administration Menus.
However, you will have access controlled on an individual basis by the PERSLOC Administrator
who is responsible for PERSLOC security and accesses the Initialization/Administration Menu to
define user profiles, install system printers, maintain ad hoc queries etc. The PERSLOC
Administrator has access to the entire system and he/she should be consulted in case of questions.
Most of the PERSLOC user functionality is accessed from the #Peacetime Menus.

5.3.1 Peacetime Menu.

Highlight this menu from the Master MenuTand press <<Enter= to enter the Peacetime Menus.
In this menu, there are currently nine sub-menu items. Select this menu from the iMaster Menu, T
to access the main PERSLOC functions.

Peacetime Henu

1. Hilitary Telephone Locator Service Henu
»2. Civilian Telephone Locator Service Henu

3 Hail Directory Service Henu

4 Address Table Henu

5 Phone Tahle Henu

6. Print Address Lahels by S5S5H

T Print Address Labels by Hame

g Batch Print Address Labels Henu
9. Report Henu

18. Ad Hoc Ouery

Figure 5.3-3. Peacetime Menu
Highlight your selection and press <<Enter=.
5311 Military TelephoneL ocator Service M enu.

This menu allows you to search for telephone information about military personnel. To select
this option, highlight this menu from the WPeacetime Menu, Tand press <<Enter=. WMilitary
Telephone Locator Service Menu, Twill appear.

Figure 5.3-4. Military Telephone Locator Service Menu
Highlight your selection and press <<Enter=.
53.1.2 BrowseMilitary Phone by Name.

To locate military telephone information by name, select this item from the Wilitary Telephone
Locator Service Menu®. The Browse Military Phone by NameTwill appear.

Brouwse Hilitary Phone hy Hame

Hame:

F3 = SAVE to browse military personnel
F6 = CAHCEL

Figure 5.3-5. Browse Military Phone by Name

Enter the full name in the format of LAST, FIRST and MIDDLE, and press <<F3= to browse
military personnel. If you are not sure of the correct name, or the spelling, you can type in one or
more letters of the last name and press <<F3= to browse military personnel. If you have chosen to
enter only a portion of the name, a screen will appear showing a list of several individuals that
might possibly contain the individual you are interested in. You can use the UP or DOWN
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ARROW key or the PAGE UP or PAGE DOWN key to highlight and select the individual. Once
the individual has been entered (either directly or by selecting from the list), the WDisplay
Telephone Number (Military), wscreen will appear.

Home ; BRFEY CHIX
S5H ; BEE111231
m: ;O3 Speciality Code: LI1GE

i
Unitmame  : WSAHED ACT OET
Oty Status: SCP Projected Arrival Date:

Fstigvon Pr:fif !

Teleghone i
FAY Autovon Prelix;
| TRH Hunber ;

Office Bymbol Control Humber:
Remarks:

FB<FE = AODAESS far address infermation
F3 = BAUE ta previows screen) FE ¢ CANCEL

This screen is only for viewing information. You cannot make any changes to the information on
this screen. Section 5.3.1.5, Phone Table Menu will discuss how to change the information. To
exit this screen, press <<F3= to return to the screen you selected a name from or press <F6= to
return to the #Military Telephone Locator Service Menus.

If you select a person who is no longer assigned to this installation, the following error message
will appear.
ERROR -Ho Hil Phone Record found (Hame)

No military record was found with this name.
Please check the spelling of your entry.

RETURH to continue

Press <<Enter= to continue. Pressing <<F8/F6= will display the following screen.

Display Foruwarding Rddress C(Hilitary?
984:BBE111231 Hank:CH3

Unitname: USAMED ACT OET
Heu Organizaticn: BANDALL COAP

Permission To Give Dut Address? TE3 (PI‘JVEI:I} Rt Pm—g- Date:
Old Address: 1452 CORPORATION ORIUE
HBEREIHGTOH, VA Zipoode:

Hew Address: 1336 | GHOOUER AOAD
Zipoode:

FRLLS CHURCH, Y8
Oate Deparied Olé Org: ACTIVE Date Due Hew Ors:
0fFf Address: ﬂﬁ_ﬁ_ﬂaﬂﬂﬂﬁﬂmﬁl
LEVERIHGTON, UA Z@288

1] Zipeode:

Aemarks:

It Departing: B0 Issuing Orders:
Drder Humber:; ESIEEEE Drder Date; Z888-85-82
FB<F5S = PHOHE for pghone information
Fl = S to previous screen; FB-T1 = PRINT LABEL; F& = CRRCEL

To exit this screen, press <<F3= to return to the screen you selected a name from or press <F6=
to return to the ®lilitary Telephone Locator Service Menus.

Pressing <<F8/F6= will display the phone information screen. Pressing <<F8/F1= will display
the print destination screen to enable you to print label.

5.3.1.3 InquireMilitary Phone by SSN.

To locate military telephone information by SSN, select this item from the WMilitary Telephone
Locator Service Menu®. minquire Military Phone by SSN'Twill appear.
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Inquire Hilitary Phone hy SSH

Social Security Ho:

F3 = SAVE to process: F6 = CANCEL

Figure 5.3-6. Inquire Military Phone by SSN

Enter a 9-digit SSN and press <<F3= to process to retrieve the telephone number information for
the appropriate individual. If the SSN you entered is valid (in the database), WDisplay Telephone
Number (Military), Twill appear.

Telephome Humber (Hilitargd
H-“-t ; RACRY CHIX
: BEB111231
: LR Speoiality Code: 131A8
; VRAR
Unithame ! HED RCT DET
| Duky Status: SEP Projected Arrival Date:

Auboven Frefix

Tel me Humber:
FAX Rubeven Prefis:
FaK Hursber :

Office Symbol Contral Humber:
Remarks:

Fi-Th = ADIRESS Tor address information
F3 = SAUC to previous soreen; M6 = CAHCEL

This form displays the phone information for the specified soldier. Press <<F3= to return to the
“Hinquire Military Phone by SSN,Tscreen and enter another SSN, or press <<F6= to cancel and
return to the WMlilitary Telephone Locator Service Menu®. Pressing <<F8/F6= will display the
following screen.

la Fum‘r:‘-..-ll‘;‘?f.i‘.:?r[?;};im-1”#

Lini hame:
Hew Organizabion: EE_IﬂIELL CORF

Permission Ta Giwve Dul Address? FES (Privacy Act) Purge Dabe:

Old Address:
WA Zipcode:
Hew Address: (325 LAKDOWER AOAD
cipcode: 1513 -

Date Oeparbed Ole Ors: ACTIUE Date Oue Hew Ors:
OFf Address: 243 € HEHHOUER COURT
Lipcode:

Aenarhs:

[ Departing: HD luuma I:Irdlrl.
Order Humber

Orier Date: 200809582
FB<F& = PHI:IHE for phone information
F3 = SAUE ko previous screen; FE-F1 = PRINT LABEL; F& = CRHCEL

To exit this screen, press <<F3= to return to the screen you selected a name from or press <F6=
to return to the WMlilitary Telephone Locator Service Menu®. Pressing <<F8/F6= will display the
phone information screen. Pressing <<F8/F1= will display the print destination screen to enable
you to print label. If this person no longer lives at the installation, then an error message will
appear.

5.3.1.4 Civilian TelephoneLocator Service Menu.

This item allows you to search for telephone information about civilian personnel. To access this
function, select this menu from the WPeacetime Menuw KCivilian Telephone Locator Service
Menu, Twill appear.
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Civilian Telephone Locator Service Henu
Browse Civilian Phone hy Hame

2. Inguire Civilian Phone hy 5S5H

Figure 5.3-7. Civilian Telephone Locator Service Menu
5.3.1.5 BrowseCivilian Phone by Name.

To locate civilian telephone information by name, select this option from the Civilian Telephone
Locator Service Menu®. The Browse Civilian Phone by Name's, screen will appear.

Browse Civilian Phone by Hame

Hame:

= SAVE to brouse civilian personnel
F6 = CAHCEL

Figure 5.3-8. Browse Civilian Phone by Name

Enter the full name in the format of Last, First, and Middle, and press <F3= to browse civilian
personnel. If you are not sure of the correct name, or the spelling, you can type in one or more
letters of the last name and press <<F3= to browse civilian personnel. If you have chosen to enter
only a portion of the name, the following screen will appear showing a list of several individuals
that might possibly contain the individual you are interested in.

You can use the UP or DOWN ARROW key or the PAGE UP or PAGE DOWN keys to highlight and
select the individual. Once the individual has been entered (either directly or by selecting from the
list), the WDisplay Telephone Number (Civilian), Twill appear.

hone Humber (Civilian)
Hame : EDUARDS AHGELA Y
Grade . G585

CPO Office: ISH CPO Office

Autovon Prefix :
Local Telephone Humber:

FAX Autovon Prefix
Commercial FAX Humber :

0ffice Symbol Control Humber:

= SAVE to previous screen; F6 = CAHCEL

You can only view this screen. You can not change any information on this screen. To edit any
information shown, see Section 5.3.1.5, Phone Table Menu of this document. To exit this screen,
press <<F3= to return to the KCivilian Telephone Locator Service Menu, or press <<F6= to
cancel and return to the WPeacetime Menu®. If you select a person that no longer is assigned at the
installation, the following error message will appear.

ERROA -Ho Civilian Phone Record

Mo civilian phone record was found with these criteria.

RETUAH to continue

5.3.1.6 Inquire Civilian Phone by SSN.

To locate civilian telephone information by SSN, select this option from the KCivilian Telephone
Locator Service Menus.
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guire Civilian Phone

Social Security Ho:

F3 = SAVE to process; Fb = CANCEL

Figure 5.3-9. Inquire Civilian Phone by SSN

Enter a 9-digit SSN and press <<F3= to process. If the information you requested is available, the
‘Display Telephone Number (Civilian), 1screen will appear with all of the telephone information
associated with that SSN.

Display Telephone Humher (Civilian)
Hame : EDUARDS AHGELA Y
Grade : G5SBS

CPO DOffice: ISH CPO DOffice

Autovon Prefix i
Local Telephone Humber:

FAX Autovon Prefix
Commercial FAX Humbher :

Office Symbol Control Humber:

F3 = SAVE to previous screen; F6 = CAHCEL

Press <<F3= to return to the minquire Civilian Phone by SSN, Tscreen and enter another SSN, or
press <F6= to cancel and return to the KCivilian Telephone Locator Service Menu®. If this
person is no longer assigned to the installation, an error message will appear.

ERROB =<Civilian Record not found - S5H

Please check for correct SOCIAL SECURITY HUMBER. Ho records were found
fer this soeial seeurity number.

HETURH o continue

Press <<Enter= to continue.
5.3.1.7 Mail Directory Service Menu.

This menu allows you to locate address information for military personnel. To access this menu,
select Mail Directory Service Menu from the WPeacetime Menu®. #Mail Directory Service Menus;
will appear.

Service Henu
1. Brouwse Hilitary Address by Hame
22, Inguire Hilitary Address by S55SH

Figure 5.3-10. Mail Directory Service Menu

5.3.1.8 BrowseMilitary Addressby Name.

To locate military addresses by name, select this option from the #Mail Directory Service Menus.
The Browse Military Address by Names, screen will appear prompting you to enter a name or a
portion of a name in the format LAST, FIRST and MIDDLE.
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Brouse Hilitary Address by Hame

NHame:

SAVE to brouwse military address
F6 = CAMCEL

Figure 5.3-11. Browse Military Address by Name

If you are not sure of the correct name, or the spelling, you can type in one or more letters of the
last name and press <<F3= to browse military personnel. If you have chosen to enter only a
portion of the name, the following screen will appear showing a list of several individuals that
might possibly contain the individual you are interested in.

You can use the Up or DOWN ARROW key or the PAGE UP or PAGE DOWN key to highlight and
select the individual. Once the individual has been entered (either directly or by selecting from the
list), the WDisplay Forwarding Address (Military)®, screen will appear showing the address
information.

Foruarding fddress {Hilikary?

Hame:AAFRY CHIX S5H:-@88111231 Rank:CW3  Box Ho: 4
Unitname: USAMED RCT DET
Hew Organization: RAKDALL COARP.

Permizzion To Give Dut Address? YES (Privacy Rot) Purge Date:
Old Address: [452 CORFORATLON DRIYE

HAEERIKCETOH, UA Zipeode:
Heu Address: 1325 LRHODVER ROAD

FRLLS CHURCH, UR Zipoode:

Oate Dlplrlﬂ old Org: Date DOue Hew l]rg
OFf Address. 243 G HRHHOUER COUAT
LEVEHIKGTON, UA 28208

Cipecode:

Aenarhs:

[ Departing: Ml Issuing Orders:
Order Humber; 1511000 Oroer Date; ZARR-AS-HE
FE-FB = PHONE for phone information
F1 = SAUC to previous screen; FB-F1 = PRIAT LABEL; F6 = CanCEL

Press <F3= to return to the previous screen or press <<F8= then <<F6= for phone information
or press <<F8= then <<F1= to print a mailing label or press <F6= to cancel and return to the
personnel locator menu.

If you have selected the PRINT option, then the system will prompt for the mailing address you
want to print with the following screen.

Frint Bddress Labels - Uerity Hecord

Social Segurity Humber: 889111231
Hame: AATAY CHIX Aamk; CMI

Hailing Address to Print Cl te 33; 1

Z 1 oo © -

F3 = SAUE to print; FEB = CAHCEL
FE-FZ = SAUE te= kakteh print iile

Enter 1, 2, or 3 of the mailing address to be printed or press <<F2= for choices.

Hailing RAddress
>1. Unit Address

2. Hew Address
3. Off Post Address

Highlight one of the three options and press <<Enter=. Press <<F3= to process. The W¥Printer
Destinationascreen will appear.
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Print Destination (v. 2.82)

NHumber of Copies: 81

Printer Class: LASER PRINTER
Printer Hame:

= S5AVE to print; F6 = CANCEL

Field Description

Number of Copies: Enter a one or two digit number for the number of copies
you want.

Printer Class: Enter the class of the printer or press <F2= for choices.

Printer Class Options

LASER PRINTER
=DRAFT-20 TOL

DRAFT-132 COL/CCOND

Printer Name: Enter an available printer, from the selected class or press <F2=>
for choices.

Avallable Printers
LAZER PRINTER
laser_on_zeus LAZER IN CLASZROCOM
SLAVE FRINTER Any printer attached to your TERMINAL/PC

Press <<F3= to print or <F6= to cancel. Pressing <<F8/F2= will display the following screen.

Batch Print Get Copies

Humber of copies (1 to 9): 1

F3 = SAVE to batch file; F6 = CAHCEL|

Press <<F3= to save batch file or <F6= to cancel. If you have selected the PHONE option, then
the mDisplay Telephone Number (Military) Twill appear. If no phone information is available or if
you select a person that is no longer assigned to this installation, an error message will appear.
Press <<F3= to go back to mDisplay Forwarding Address (Military)¥screen or <<F6= to return to
the ®Mail Directory Services Menus.

5.3.1.9 InquireMilitary Addressby SSN.

To locate military personnel addresses by SSN, select Inquire Military Address by SSN from the
“‘Mail Directory Service Menu®. minquire Military Phone by SSN8; will appear.

Inguire Hilitary Address by SSH

Social Security Ho:

= SAVE to process; F6 = CANCEL

Figure 5.3-12. Inquire Military Address by SSN

Enter SSN. Press <<F3= to proceed to the next screen, or press <<F6= to cancel and return to
the ®Mail Directory Service Menu®. By pressing <<F3= to process, the WDisplay Forwarding
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Address (Military)®, screen will appear, filled with information about the person selected.

Wik
| Hou Organization: HEHADHD FUHD

| Permission !'n Give Dut Bddress? YES (Privacy Act} Purge Date:

Zipoode:

Zipcode:
| Date Degarbed Dld Org: d Date Due Hed Otg:
[ 08¢ Bddress: 45-F EH_COUR

| Remarks:

Zipeada:

It Departing: HO Issuing Bnl:u
Order Humber: 1621511 Order Date: EBEME..-’HE
FEB-FB = PIII]I'IE for phane information
F3 = SAME bto previous screen; FB-Fl & PRINT LABEL; F& # CAHCEL

Press <F3= to return to the previous screen or press <<F8= then <<F6= for phone information
or press <F8= then <<F1= to print a mailing label or press <F6= to cancel and return to the
personnel locator menu.

5.3.1.10 AddressTable Menu.

This menu allows you to add, change, or delete an address from the address database. To access
this menu, select this option from the WPeacetime Menu®. The following screen will appear.

Address Tahle Henu
1. Add-Change Address Tahle Record

»2. Delete Address Tabhle Record

Figure 5.3-13. Address Table Menu

5.3.1.11 Add/Change Address Table Record.

When you select this option, the system will prompt you to enter a SSN. If the person is currently
in the address table, you will have the opportunity to change the record. If the person is not in the
departed table, you will have the opportunity to enter the forwarding address information. To add
or change an address record, select this option from the BAddress Table Menu®. The following
screen will appear.

Add..Change Address Table Record

Social Security Humber:

F3 = SAVE to add-change info; F6 = CAHCEL

Figure 5.3-14. Add/Change Address Table Record

Enter the SSN. Press <<F3= to either display a current record for editing or to display a new
blank record for adding information. If you have entered the SSN who is not currently in the
database, then the following warning screen will appear.

Add Address Record - S5H not found

This S5H BABBBABAA is not In any existing tabhle.

Do you still want to add this record? _

F3 = SAVE to proceed; F6 = CANCEL

Enter <Y= to add or <N= to reenter SSN. In case you do not have access permission, then the
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following screen will appear.

UARHIHG - ADDRESS RECOAROD ACCESS RESTRICTED

You do not have update access to this data. therefore
this imformation is displayed for viewing purposes only.

Consult your ISH administrator for details or
to request the necessary update access permission.

RETURH to ceontinue

Press <<Enter= to proceed. The following screen will appear.

Permission Te O

f0ld Rddress: =
LEWEHTOH, YA
Cipeode: 1Z121-0888
Hew Rddress: 354 RUHMALAY ROAD
LEWERTOH, WA

: BEB111233 Hame:
Hew Organization: HAHHOHO FUHD

Address Aecord Form
~CHANGIHG AECORDS
1 [ Rank; BEH Box Ho:45

ve Out Address=? T (Privacy Act]  Purge Oate:

Li

Jote Departed O
Off Aderess: =]
LEUEHTOM, UR

code: 12121-B8AL Projected Rrrival Date:
d Org: HI:I]!I: Cote Dwe Hew Org:

Zipeode; 12121-88110

| Remarss;

It Departing: HO Issuing Orders:
Order Humber; ISZ1500 Drder Date;

Box Humber

F3 = SAUE to add-change info; FE = CAHCEL

If the SSN entered already exists in the database, then the message ECHANGING RECORDT will
appear on the top line of the form and the form would have been populated with information
pertinent to that SSN. If the SSN does not exist in the database, the message will read BADDING
RECORD * and the form will be blank. Fill in the form.

Field
SSN:
Name:

Rank:
Box No:
New Organization:

Permission to Give Out Address:

Old Address:
New Address:
Projected Arrival Date:

Date Departed Old Organization:

Description
Enter the SSN.

Enter the individual ® name in the format of LAST, FIRST
and MIDDLE.

Enter the rank or press <F2= for choices.
Enter a Box No and press <<Enter=.
Enter the name of the new organization. Press <<Enter=.

Enter <Y= or <<N= to either grant or deny permission to
give out the address information you are entering.

Enter old address information.
Enter new address information.
Enter the projected arrival date.

Enter the date the individual departed the old organization or
enter ACTIVE for a non-departing individual. You will see
the following screen with additional instructions.
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Add.-Change Address - Departed Status

* Please be sure that the soldier is departing the
installation. If an Error is made, please go back
to the field and enter ACTIVE =+

Individual Status : _ Purge in : _

= SAUE; F& = CANCEL

Individual Status: Enter the individual status or press <<F2= for choices.
Individual Status

>P. Permanent Party Soldier

5. Student
Date Due New Organization: Enter the date the individual is due at the new organization
using the correct date format.
Office Address: Enter the individual 8 Off Post address.
Remarks: You may enter up to two lines of remarks, pertinent to the

addition of the particular record.
If Departing, HQ Issuing Orders: Enter HQ Issuing Orders number if the individual is

departing.
Order Number: Enter the Order Number.
Order Date: Enter the Order Date.

After entering the fields, press <F3= to add/change information. This will save the information
you just entered in to the database and return you to the BAdd/Change Address Table Record,
where you may choose to add or change another record. Pressing <<F6= will return you to the
“BAddress Table Menu®.

5.3.1.12 Deete Address Table Record.

When you select this menu item, the system will prompt you to enter the SSN. You will see the
departed record, if there is any record. Be sure that you check the record before you delete it. To
delete an address record, select this option from the BAddress Table Menu®. The following screen
will appear.

Delete HAddress Tahle Record

Social Security Humber:

F3 = SAVE to display; F&6 = CANCEL to abort

Figure 5.3-15. Delete Address Table Record

Enter the SSN and press <F3= to display the address table to delete. The following warning
message will appear.

UARHIHG - AODODRESS RECOROD ACCESS RESTRICTED

You do not have delete sccess for the reguested data.
Consult your ISH administrator for details or

to request the necessary delete access permission.

RETURH to continue

Press <<Enter= to continue to display the  WDelete Address Informationm= The system
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verifies that you have selected the correct record that you want to delete from the database. To
continue with deletion of the record, press <F3=. You will see the following confirmation screen
before deletion.

Delete Phone Information Confirmation

Deleted i1tem(s) will be permanently removed from the databhase.
Are you certain you wish to delete?

RETURN to proceed uwith delete; F6 = CANCEL to abort

Press <<Enter= to proceed with the deletion or <<F6= to abort. You will return to the #Address
Table Menu®™ Press <<F6= again, to return to the WPeacetime Menu®. In case there is no record
found for the SSN you have entered, then the following screen will appear.
DELETE ADDRESS THELE
Ho Record has been found for 35H=225989358

RETURH to continue

Press <<Enter= to continue.
5.3.1.13 Phone Table M enu.

This menu allows you to add, change, browse, or delete a phone record. To access the menu,
select this option from the WPeacetime Menu®. The #Phone Table MenuTwill appear.

Phone Tahle Henu

1. AddsChange Phone Record
»2. Brouwse Phone by UPC

3. Delete a Phone Record

Figure 5.3-16. Phone Table Menu
5.3.1.14 Add/Change Phone Table

To add or modify a phone record, select this option from the WPhone Table Menu® The
“BAdd/Change Phone Record®, screen will appear.

AddChange Phone Record

Unit Identification Code:
Unit Hame:

Organization Telephone Humber Type Code: _
Information Telephone Humber Purpose Code: _
Information Telephone System Code: _

F3 = SAVE; F6 = CANCEL

Figure 5.3-17. Add/Change Phone Table

Field Description
UIC: Enter the UIC or press <<F2= for choices.
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Unit Identification Code (R/C)

G0 GADGET GO
TEST OF LOCAL UNIT HEHU YERH
THOHASIHE
uaeTes WBBT HISSILE AHD SPACE IHT CTR
uaiel
yaiez STORH E WERATHER
ya1e3 HEW TEST
uaie4
Ua4921 W849 FIELD UNIT
wacoei JERRY IS HERE
WACOARA WBCO TEST HODEL HHO UHIT 1
WaH981 WBH9 HICOH RAYTHEOH FLD OFC
WaH983 SYSTEH BOGUS EHGR PROD DIR
WaH986 WBH9 IHHMC HOB FT BLISS
WaH983 HATO CHICKEH

Highlight your selection and press RETURN

Organization Telephone Number Enter the organization telephone number type code or press
Type Code: <F2>= for choices. Note that BJT is the only code
implemented.

Type Code (A-C)

. Commander hone Humber

. Installation Telephone Humher

. Hedical Facility Telephone Humber
. Reporting Station Telephone Humber
. Tralning Center Telephone Humbher

. Unit Commercial Telephone Humber

Information Telephone Number Enter the information telephone number purpose code or
Purpose Code: press <F2= for choices. Note that BATand KCT are the
only codes implemented.

Purpose Code (RA-C)

. Hodem

. Fax

. EHail

. Electronic Data Transmission

Telephone Type Code: Enter the information telephone system code or press
<F2= for choices. Note that BATand ¥KCTare the only
codes implemented.

stem Code C(A-C) 1
?A. Autovon

C. Commercial

F. FCC
U. UATS

If the information entered matches any entry in the Phone Table, then you can change the telephone
record. If there is no record in the Phone Table and if you have entered all the information in the
form, then you can add the telephone information to the phone table. After you enter the correct
code information, the system will display the #Phone Information s
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Phone Information
+_ADDING RECORD =+

Unit Identification Code (UPC): WBESY
Unit Hame: TEST OF LOCAL UNIT HEHU YEARH
Organization Telephone Humber Type Code: U

Information Telephone Humber Purpose Code: O
Unit Office Symbol:
Information Telephone System Code: C

Telephone Humber:

SAVE; F6 = CANCEL

Press <<F3= to save the record in the database, or <<F6= to return to the #Phone Table Menu®.
5.3.1.15 Browse Phoneby UPC.

This function allows the user to locate phone information by the Unit Identification Code. To access
this function, select this option from the ¥Phone Table Menu®. The WBrowse Phone by UPCTE
screen will appear.

Browse Phone hy UPC

Unit Identification Code:
Unitname:

Organization Telephone Number Type Code: _
Information Telephone Humber Purpose Code: _
Information Telephone System Code: _

F3 = SAVE to process; Fb6 = CANCEL

Figure 5.3-18. Browse Phone by UPC

Enter the UIC and/or Organization Code, Organization Telephone Number Type Code, and
Information Telephone Number Purpose Code and Information Telephone System Code. Once you
have entered the UPC (partly or fully), a form will appear with the telephone number(s) or the
Autovon prefix associated with the UPC.

Press <F3= to display a listing of records with the selected codes, or leave all fields blank and
press <<F3= to display all records on file. A Browse Phone by UPC (Menu), screen appears
displaying the UPC, type code, purpose code, system code, local telephone number, and unit
name.

Browse Phone hy UPC (Henu)
UPC TYPE PUR 5YS LOCAL TELEPHOHE HO UNIT HAHE
>Uae96 C A A 7@32221212 GO GADGET GO

Press <<Enter= to return to the previous screen or <F6= to return to the ¥Phone Table Menus.
5.3.1.16 Deletea Phone Record.

This function allows you to delete a phone record. To access this function, select this option from
the #Phone Table Menu®. The Delete a Phone Recordmscreen will appear.
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Delete a Phone Record

Unit Identification Code:
Unitname:

Organization Telephone Humber Type Code: _
Information Telephone Humber Purpose Code: _
Information Telephone System Code: _

= SAVE to process; F6 = CAHCEL to abort

Figure 5.3-19. Delete a Phone Record

Enter the appropriate codes. Press <<F3= to proceed to the next screen or <F6= to cancel the
function. Pressing <F3= will display the Delete Phone Informationmscreen.

Delete Phone Information

Unit Identification Code C(UPC)>: UBB96

Unit Hame: GO GADGET GO

Organization Telephone Humber Type Code: C
Information Telephone Humber Purpose Code: R
Unit Office Symbol:
Information Telephone System Code: A

Telephone Humber: 7832221212

= SAVE to delete; F6 = CAHCEL

Press <<F3= to delete the record or <<F6= to cancel the function and return to the #Phone Table
Menu®. Pressing <<F3= will produce the following delete confirmation screen.

Delaete Phone Information Coafirmation

Deleted stemis) will be permarentiy remaved frem the database,
Are you certain you wish toa delete?

y proceed with delete: FB = CHNCEL to abork

Press <<Enter= to proceed with delete or <<F6= to cancel. In case there is no phone record, then
the following error message will appear.

ERRDA -Brovss Phaone

e Phone record was found with the criteria.
Pleass check your entry

RETUAK to comkimue

5.3.1.17 Print AddressLabelsby SSN.

This function allows you to print mailing labels by using a SSN to select records. To access this
function, select this option from the WPeacetime Menu®. The WPrint Address Labels by SSNT
screen will appear.

Print Address Labels by SSH

Social Security Humber:

SAVE to process; F6 = CAHCEL

Figure 5.3-20. Print Address Labels by SSN

Enter the SSN and press <F3= to print or <<F6= to cancel the function. Pressing <F3= will
display the ®Print Address Label - Verify Recordmscreen.
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Print Address Labels Uerify Record

|5ecial Security Humher: B@8111235
| Hanniom : MLEDJ:IEI— Rank: GH

Eﬂiillﬂﬂ Rddress to Print €1 to 33: 1

Zipeode;

F3 = SAUE to print; FB = CAHCEL
FA-T2 = SAULC to batch print file

Enter 1, 2, or 3 for the type of mailing address to print or press <<F2= for choices. Press
<F8/F2= to save the label information as a batch print file or <F3= to retrieve the WPrinter
Destinationmscreen.

Print Destination (v. 2.B2)

Humber of Copies: B1

Printer Class: LASER PRINTER
Printer Hame:

= S5AVE to print; F6 = CANCEL

Enter the name of the printer or press <<F2= for choices. Enter the number of copies to print and
press <<F3= to print address label menu. If printing is to continue, a WPrint Label Confirm - by
SSNT; screen will appear to confirm that the mailing label is to be printed.

Print Label Confirm — by S5H
LABELts? now being printed.
RETUAH = return to Print Address Label by S&H.

F& = CAHCEL exit Print Address Aoutine

Press <<Enter= to print the label or <F6= to cancel the function.

5.3.1.18 Print AddressL abelsby Name.

To print mailing labels by name, select this option from the WPeacetime Menus. The WPrint
Address Labels by Namewscreen will appear.

Print Address Lahels hy Hame

Hame:

= SAVE to process; F6 = CAHCEL

Figure 5.3-21. Print Address Labels by Name

This screen will prompt you to enter some part of the person 8 name and then press <F3=. If
there is an exact match, then the system will print out the label immediately and will display a
confirmation message on the screen. If there is no exact match, then select from the matching
names which appear on your screen.

Once you have made your choice (by pressing <<Enter= on the appropriate entry), the address for
that person will be printed out in label format on the printer and a confirmation message will
appear. After entering the name, the WPrint Address Label -Verify Record Twill appear.
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Print Address Labels - Weril

Social Security Humber: B881EE231
Hame: AAFAT CHIX Rank: CU3

Hailing Address to Print (1 to 32: 1

Zipeode:

F3 = SAUE to priak: FE = CAHCEL
FBAFZ = SAUE to bateh prink file

Enter the number (1, 2, or 3) of the mailing address to be printed or press <<F2= for choices.
Press <<F8/F2= to save the label information or <<F3= to display the WPrinter Destination ™
screen.

Print Destination (v. 2.B82)

Humber of Copies: B1

Printer Class: LASER PRINTER
Printer Hame:

F3 = SAVE to print; F6 = CANCEL

Enter the name of the printer or press <<F2= for choices. Enter the number of copies to print and
press <<F3= to print address label menu. If printing is to continue, a WPrint Label Confirm -by
Name, wscreen will appear to confirm that the mailing label is to be printed.

Print Label Confirm -- by Hame Henu
LABELCs) now heing printed.
RETURH = return to Print Address by Hame -- Record List.
Fo6 = CANCEL to exit Print Address Routine

Press <<Enter= to enter another name to print or press <<F6= to cancel. If the person you are
searching for is no longer authorized for mail directory service at the installation then an error
message will appear.

5.3.1.19 Batch Print AddressLabesMenu.

Select option #8 from the WPeacetime MenuTto print address labels that have been saved to a batch
file while executing option #6 or #7 of the WPeacetime Menu®. The following menu will appear.

Batch Print Address Labels Henu
1. Print Address Labels from Batch File

Figure 5.3-22. Batch Print Address Labels Menu

5.3.1.20 Print Addresslabesfrom Batch File.

Selection of option #1 from the WBatch Print Address Labels Menuwwill display the following
screen if the Batch Address Labelfile is empty.

NO ENTRIES FOUHD

There are currently no address label entries in the batch print

file. Therefore, nothing will be printed at this time.

RETURN to continue
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Figure 5.3-23. Print Address labels from Batch File
If there are records in the file, they will be printed at this time.
5.3.1.21 Clear AddressLabelsBatch File.

Select option #2 from the ®Batch Print Address Labels MenuTto clear the records from the address
Labels Batch file. After the records are cleared, the following screen will appear to verify the
operation was completed.

HO ENTRIES FOUHD

There are currently no address label entries

in the batch print file.
RETURH to continue

Figure 5.3-24. Clear Address Labels Batch File
If the Batch Address Labels file is empty, the following screen will appear.

ND ENTRIES FOUND

There are currently no address label entries
in the batch print file.

RETURN to continue

5.3.1.22 Report Menu.

This function allows you to print or view the incoming 30 Mail On Hold report, Departed soldiers
report, expected arrival soldiers report, project gains list report, incomplete forwarding address
report and past 30 days departed list report. To access this function, select #9 Report Menufrom
the WPeacetime Menu®. When selected, the screen as shown will appear.

Report Henu

Cutoff Hail on Hold Report
Departed Locator Cards Report
Projected Gains List Report
Expected Arrival Soldiers Report
Incomplete Forwarding Address Report
Hilitary Personnel File Departed List

Figure 5.3-25. Report Menu
5.3.1.23 Pag 30 day Cutoff Mail on Hold Report.

The Past 30 day Cutoff Mail on Hold Report provides a list to identify those soldiers with mail at
the Personnel Locator Branch that has passed the &0 day wcut-off time period. Selection of this
option from the Report Menus; will display the following screens sequentially.
Cutoff Mail on Hold Report
The Past 38 day Cutoff Hail on Hold Report provides a list to

identify those soldiers with mail at the Post Locator
Branch, that have passed the 38 days cut-off time period.

(PRINT-VIEU> Report

F3 = SAVE to print-vieuw; F6 = CANCEL

Figure 5.3-26. Past 30 day Cutoff Mail On Hold Report
Enter the option whether you want to print or view the report or press <<F2= for choices.

5-21



Version 09.00 AISM 25-P21-A03-AlX-SUM 01 June 1999

Past 38 day Cutoff Hail Henu

>PRINHT Report
UIEW Report

Pressing <<F3= will display a screen stating that the system is generating the report. If you have
selected the print option then the following print destination, screen will appear.

Print Destination (v. 2.82)

NHumber of Copies: B1

Printer Class: LASER PRINTER
Printer Hame:

F3 = SAVE to print; F6 = CANCEL

Enter the name of the printer or press <<F2= for choices. Enter the number of copies to print; the
printer class and the printer name. Press <F3= to print or <F6= to cancel print request.

If there were no records in the database, then the following error message will appear.

ERROR -Past 38 day Cutoff On Hold Report

There are no soldiers with mail at the Personnel Locator
Branch, that have passed the 38 days cut-off time period.

RETURH to continue

5.3.1.24 Departed Locator Cards Report.

This report prints a list of all soldiers that departed the installation within the past 30 days or 12
months. This information is taken from the address record form in the post locator table. You
may send this report to a printer or you can view it on the screen. When you select this option
from the WReport menu, Tthe following screen will appear in the order of selection.

Departed Locator Cards Heport

The Departed Locator Cards Report prints a list of all
soldiers that departed the installation within the previous
12 months or the past 38 days.

All Soldiers departed within the past
(PRINTAUIEUW> Report

SAVE to print-view; F6 = CAHCEL

Figure 5.3-27. Departed Locator Cards Report

Enter the period of 30 days or 12 months. Enter the option whether you want to print or view the
report or press <<F2= for choices. Pressing <<F3= will display a screen stating that the system is
generating the report. If you have selected the print option, then the following print destination,
screen will appear.

Print Destination (v. 2.82)

NHumber of Copies: B1

Printer Class: LASER PRINTER
Printer Hame:

F3 = SAVE to print; F6 = CANCEL
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Enter the name of the printer or press <<F2= for choices. Enter the number of copies to print, the
printer class, and the printer name. Press <<F3= to print or <<F6= to cancel print request. A
sample report is shown.

DATE: [9393-83-82 TIHE: 14:52:14
PaGE: 1

PERSOHHEL LOCATIR
DEPARTED LOCATOR CAADE REFDRT
19978283 THAU [998-83-B2

331 AAHE HEW DRGAHIZATIDR
DEPRRTED DATE

AODARCES
HEADWAATERS ISEUING DRODERS ORODER WD ODADER DRTE

CAH | BEDELETED 909090909 GEH HB9sT WHHLT
19968185
OLD AOORCES CITY, STRIE 12345
HEU ADDACEE CITY, STRTE  B4321

FABIO AUY CLAVIMD SEE9BB2E6E CU4
19878728

AETUAH to contimwe; h for HELP; g &

5.3.1.25 Project GainsList Report.

This report provides a list of soldiers expected to arrive at the installation within 45 days. The
ILIDB provides this information. You can send this report to a printer or view it on the screen.
Selection of WProject Gains List Report® from the WReport MenuT will display the following
screens sequentially depending on the selection.

Projected Gains List Report
The Projected Gains List Report provides a list of
soldiers expected to arrive at the installation uithin
45 days.
C(PRINTVUIEUW> Report

SAVUE to print-view; FB6 = CANCEL

Figure 5.3-28. Project Gains List Report

Enter the option whether you want to print or view the report or press <<F2= for choices.
Pressing <<F3= will display a screen stating that the system is generating the report. If you have
selected the print option, then the following print destination, screen will appear.

Print Destination C(v. 2.82)

NHumber of Copies: B1

Printer Class: LASER PRINTER
Printer Hame:

F3 = SAVE to print; F6 = CANCEL

Enter the name of the printer or press <<F2= for choices. Enter the number of copies to print; the
printer class and the printer name. Press <F3= to print or <F6= to cancel print request.

If there are no soldiers due to arrive within the specified period, then the following error message
will appear.
ERROR - Projected Gains List Report

There are no soldiers expected to arrive at the installation
within 45 days.

BETURN to continue
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5.3.1.26 Expected Arrival Soldiers Report.

This report prints a projected gains list of soldiers arriving at an installation within the specified
time period. The ILIDB provides this information. You can send this report to a printer or view it
on the screen. Selection of this option from the Report MenuTwill display the following screens
sequentially depending on the selection.

Expected Arrival Soldiers Report

Begin Date: End Date:

C(PRINTAVIEUW)> Report
SAVE to print-svieuw; F6 = CAHCEL

Figure 5.3-29. Expected Arrival Soldiers Report

Enter the begin date and an end date and the report will print the expected arrivals within that
period. Enter the option whether you want to print or view the report or press <<F2= for choices.
Pressing <<F3= will display a screen stating that the system is generating the report. If you have
selected print option, then the following print destination screen will appear.

Print Destination (v. 2.82)

NHumber of Copies: B1

Printer Class: LASER PRINTER
Printer Hame:

F3 = SAVE to print; F6 = CANCEL

Enter the number of copies you want, the class of the printer, and an available printer from the
selected class. Press <<F3= to print the report or <F6= to cancel. If there are no soldiers
expected to arrive within 45 days, then the following error message will appear.

ected Arrival Saldiers Report
There are no soldiers due to arrive within the specified time period.

RETURN to continue

5.3.1.27 Incomplete Forwarding Address Report.

This report prints a list of all personnel for the past 30 days or 12 months who have insufficient
forwarding address information in their iDirectory Mail Cardswfile. When you select this option
from the WReport Menus, the following screens will appear to enable you either to print or view the
report.

g Address Report

The Incomplete Forwarding Address Report prints a list of
all personnel for the past 38 days or previous 12 months
who have insufficient foruarding address information in
their Directory Hail Cards file.

All Soldiers departed within the past
(PRINT-UIEU} Report

SAVE to print-view; F6 = CANCEL

Figure 5.3-30. Incomplete Forwarding Address Report
Enter the option whether you want to print or view the report or press <<F2= for choices. Pressing
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<<F3= will display a screen stating that the system is generating the report. If you have selected
print option, then the following print destination screen will appear.

Print Destination (v. 2.82)

NHumber of Copies: B1

Printer Class: LASER PRINTER
Printer Hame:

F3 = SAVE to print; F6 = CANCEL

Enter the number of copies you want, the class of the printer, and an available printer from the
selected class. Press <<F3= to print the report or <<F6= to cancel. If there are no soldiers with
insufficient forwarding addresses in the Directory Mail Cards file for the selected time range, then
an error message will appear. A sample report is shown.

DATE: Z@BE-B7-EL TIHE: 13:B5:59
PERSOMHEL LOCATOR
THCOMPLETE FOAWAADIHC ADORESS
1992-87-82 THAU ZBEA-E7-Bl

554 RfHE  HEW DAGAHTZATIOH

5.3.1.28 Military Personnel File Departed Ligt.

This report provides a list of all personnel who departed the installation within the past 30 days.
The ILIDB provides this information. You can send this report to a printer or view it on the
screen. Selection of this option from the IReport Menumwill display following screen.

Personnel File Departed List
The Hilitary Personnel File Departed List provides a list
of all personnel who departed the installation within

the past 38 days.
(PRINTAVIEU> Report

SAVE to print~view; Fb6 = CAHNCEL

Figure 5.3-31. Military Personnel File Departed List

Enter the option whether you want to print or view the report or press <<F2= for choices. Pressing
<<F3= will display a screen stating that the system is generating the report. If you have selected
print option, then the following print destination screen will appear.

Print Destination (v. 2.82)

NHumber of Copies: B1

Printer Class: LASER PRINTER
Printer Hame:

F3 = SAVE to print; F6 = CANCEL

Enter the number of copies you want, the class of the printer, and an available printer from the
selected class. Press <<F3= to print the report or <<F6= to cancel.
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ERROR -Hilitary Personnel File Departed

No soldiers have departed the installation
in the past 38 days.

RETURHN to continue

5.3.1.29 Ad Hoc Query.

BAd Hoc QueryTis a report generating utility, which allows you to custom design reports using
specific information from the DAMIS database. It is designed for those occasions when the
standard reports are insufficient or inappropriate, i.e., they contain either too much or too little
information, or the information is not sorted to suit your needs. A query does not change the
database; it just extracts data for display or print.

BAd Hoc QueryTis an easy-to-use interface that lets non-programmers access a database without
having to call upon a programmer. You can specify the information you want included in a report,
and BAd Hoc QueryTwill generate it. A more advanced user could custom design the Structured
Query Language (SQL) code generated by the program.

From the BAd Hoc Query Main Menus, you may create, edit, view and print basic and advanced
queries. The mew queryTis built in this way and remains in memory until you log off the system.
Once you are satisfied that the query extracts the correct data, you can save it for re-use at a later
date. Saved queries are named and may be changed, deleted or printed through this module.
Selection of this menu from the Peacetime MenuTwill present the following screen.

Ad Hoc Query (v. 4.81)
Create a Basic Ad Hoc Quer
Create an Advanced Ad Hoc Ouery
Change a Saved Ad Hoc Query

Delete Ad Hoc Oueries
UiewsPrint Saved Ad Hoc Ouery Results
Uiew Saved Ad Hoc Query Statements

Figure 5.3-32. Ad Hoc Query

For a complete tutorial on how to use the Ad Hoc Query application, please consult Section 7 of
this manual.

5.3.2 Transtion to War Menu.

This sub-module has not yet been implemented.
5.3.3 WartimeMenu.

This sub-module has not yet been implemented.
5.3.4 Demobilization M enu.

This menu is designed to aid in tracking military unit information. You can access the military
units by UNIT NAME. A screen will display all the unit names for the installation with an option
to add a new one. This section describes the procedures to use when accessing the Demobilization
option. It allows you to add, change, inquire, or delete a unit. Please note that a PERSLOC-M
(Mobilization PERSLOC) ISM will be developed in the near future to support mobilization
activities. To access this menu, select this option from the Master Menu®. The 1Demobilization
MenuTwill appear.
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Demohilization Henu

1. Add-Change Unit
2. Inquire About a Unit

3. Delete Unit

Figure 5.3-33. Demobilization Menu
534.1 Add/Change Unit.

This function allows you to add new units to the database and modify existing unit information. To
add or change a unit, select this option from the #Demobilization Menu®. The BAdd/Change UnitT
screen will appear.

Add.-Change Unit
#%% Add a Unit %%
2ABC UHIT

Figure 5.3-34. Add/Change Unit

This screen collects the information to be added or updated for a unit. Highlight any available unit
to change the unit information, or highlight BAdd a UnitTto add a new unit and press <<Enter=.
The following #Unit Recordmscreen will appear with the message BADDING RECORD T on the top
line of the form.

Unit Record
+ ADDING RECORD =

Unit Hame:

% POINT OF CONTACT =*
Commander:

NCO in-charge:
HCOIC Location:
NHCOIC Phone:

% DEHOB INHFD =*
Expected Departed Date: Expected Arrival Date :
Forward Address:

Zipcode:

% HOST POINT OF CONTACT =*
Host Unit or Activity:
Escort Hame :

Escort Phone:

Escort Address:

Zipcode: _
; F6 = CANCEL
Field Description
Unit Name: If you are adding a unit, enter the unit name. If you are
updating a unit, you can not change the unit name.
Commander: Enter the unit commander ¥ title and name.
NCO in-charge: Enter the NCO in-charge of the unit.
NCOIC Location: Enter the NCOIC office location or address.
NCOIC Phone: Enter the NCOIC office phone number.
Expected Departed Date: Enter the date the unit is expected to depart your installation.
Expected Arrival Date: Enter the date the unit is expected to arrive at your installa-
tion.
Forward Address: Enter Address to be used to forward unit  mail.
Host Unit or Activity: Enter the name of the Unit or activity assigned the respon-
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sibility as host.

Escort Name: Enter the name of the individual acting as the installation
escort. Ex: éFC John Doe ™

Escort Phone: Enter the Phone Number of the Escort.

Escort Address: Enter the Unit Address of the Host escort.

After you have entered the new unit information, press <<F3= to save the record or <<F6= to
return to the #Demobilization Menu®. To change a unit & information, highlight one of the units
listed in BAdd/Change Unitwand press <<Enter=. #UJnit Record®, will appear with information
about the unit and the message ICHANGING RECORD T at the top. Modify any information except
for the unit 8 name. To save the changes, press <F3=. To cancel the function, press <F6=.

5.34.2 InquireAbout a Unit.
This menu item allows you to locate information about a unit. When you select this function, a list

of available units appears.
Inquire About a Unit
>ABC UNIT

Figure 5.3-35. Inquire About a Unit

This screen will display all the unit names available at the installation. Highlight the unit you want
to review. If no units are available for the installation, a message will appear. When you select
one of the units from the above list, ®Unit Informationmscreen will appear.

Unat linformat s

Unit Hame: TAT

% POINT OF COHTRLCT =
Conmander:

HCD in-charge:
HCOIC Looatian:
HCOIC Phone:

4+ DCHDE [HFO +
Expected Departed Date: ZEJB-BI-@1 Expested Arriwal Date :
Forward Address;

+ WOST POTHT OF COHTACT +
Host Unit or Actiwikty:-
Escart Home -

Escort Phone:

Escort Address:

Zipcode:

Zi
F3 = SAUE to previous soreen: FB = CAMCEL

Press <<F3= to exit the screen or press <<F6= to cancel the function.
534.3 DedeeaUnit.

This menu item allows you to remove a unit from the list of available units once it has left an
installation. This option deletes all of the information about a unit. It does not delete individual
data elements about a unit. Use BAdd/Change Unit Record T and replace individual items with
blanks to delete them. When you select this option from the Demobilization Menu, a list of
available units appears.

Delete Unit
>ABC UNIT

Figure 5.3-36. Delete a Unit

This screen will display all the unit names available at the installation. Highlight the unit you want
to delete and press <<Enter=. A TDelete Unit Record™ screen will appear displaying the
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information that is to be removed.

I:I'r:'i-utn .,.I'.I._.t Jh:hrﬂ - |:|-.I5£|.I. Unit

Unmit Home: TRAY

+ POIHT OF COMTACT =
Commander: _
HCO in-charge:
HCOIC Location:
HCOIC Phone:

+ OEHOB IHFD +
Expected Departed Date: 2838-A1-A1 Expected Arrival Date : 1939-81-80
Forward Address:

Zipeotde: =

# HOST POIHT OF COHMTACT =
Host Unit or Retivity:
Escort Hame :

Escort Phone:

Escort Address:

Zipoode:
F3 = SAVE deletion criteria; FE = CAHCEL to abort

Verify that this is the unit to be deleted. If no units are currently available for the installation, a
message will appear. Press <<F3= to delete or <F6= to abort to cancel the operation. Pressing
<<F3= will prompt you with the following delete confirmation screen.

Oelete Unit Record Confirmation

Deleted item will be permanently removed from the datahase.
Are you certain you wish to delete?

RETURH to proceed with delete; F6 = CANCEL to ahort

Press <<Enter= to delete the unit record or <<F6= to cancel the operation and return to the
‘IDemobilization Menus”

5.35 Customer Assistance M enu.

This menu allows you to access the screens used for obtaining assistance by telephone, by
message, for reporting a problem, and for obtaining PERSLOC ISM data. Selection of this
menu from the WMaster MenuTwill display the following menu.

Haster Henu Customer Assistance Henu
Peacetime Henu 1. Telephonic
Transition to War Henu 2. Hessage
Wartime Henu 3. Problem Report
Demobilization Henu I 4. I5H Data Sheet

Customer Assistance Henu

Problem Reports/ECP-5 Submission
PERSLOC Initialization/Admin Henu
Installation-Specific Applications Henu
Uiew Documentation/Regulations Henu

vl
D00 =1 OO B L) P o

Figure 5.3-37. Customer Assistance Menu

5351 Teephonic.

This option allows you to obtain assistance by calling the ISM Customer Assistance Office
(CAO). You can contact this office 24 hours per day seven (7) days per week. When you
select this option from the #Customer Assistance Menu, Tthe following screen will appear:
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Telephonic Assistance: <OSH 8§79-6798 <COHH. (528)538-6798
or 1(8808)385-3836
FAX: <DSH B879-6889 <COHH. (528)538-6889

Be prepared to provide the following information.
- Name of I5H (e.g. PERSLOC, EDHMIS, DAMWIS, ...
- Softuare Developer (if knoun)
- Person Calling  #Hame
#Address (hormal mail?)
#¢E-mail Address
#Phone Number {Commercial.DSH>
- Organization (Office Symbol)
AIS Code - 5IC Code - OPI Code
Content of Inquiry or Comments

For specific information on any of the ahove, select ISH Data
Sheet from the Customer Assistance Henu.

Figure 5.3-38. Telephone Support

Please have the requested information available before the user places the phone call. The
information required appears on the screen above. For more specific information, select #SM
Data Sheet@™menu option.

5352 Message

This option allows you to record conversations or notes. You can send messages created through
this module to selected addresses in electronic or in hard copy form, depending on interfaces
available to the installation. This menu item is reserved for future development.

5353 Problem Report (PR).

Use this procedure to fill out an electronic version of DA Form 5005-R, ECP-S. After filling out
the form, you can print it or send it via electronic mail. Once stored, you can recall, edit, reprint
or retransmit an ECP-S. To get the information you need to report a problem with PERSLOC,
select menu item #3 and press <<Enter=. The following screen will appear.

>1. Add-Change ECP.-PR
2. Delete ECP-PR

Add-Change-Delete ECP-PR (v. 5.88) 1

3. Submit ECP-PR
4. Telnet to STARS BBS

Figure 5.3-39. Problem Report

5354 Add/Change ECP/PR.
Refer to paragraph 5.6.1 for more details.

5355 DedeteECP/PR.
Refer to paragraph 5.6.2 for more details.

5.35.6 Submit ECP/PR.
Refer to paragraph 5.6.3 for more details.

5357 Tenetto STARSBBS.
Refer to paragraph 5.6.4 for more details.
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5358 [ISM Data Shest.

Use this procedure to display a fact sheet of information about PERSLOC. The #ISM Data Sheet®
screen allows you to obtain information on the PERSLOC ISM. To obtain PERSLOC ISM data,
select this option from the ®Customer Assistance Menus, and press <<Enter=. The HSM Data
Sheetwwill appear in two screens as shown.

PERSLOC T5H Data Sheet {(Page 1 of 2}

A0S Code: P21

5IC Code: AB3

ITH Process Supported: 19.5.2
{Provide Administration Services)

ISH Functional Proponent: OH, OCSA
I5H SAFP: OOL1SC4

A50: 30C-U

S0C: S0C-U

RETWRH = HEXT PRGE: F& = CAHCEL

Figure 5.3-40. ISM Data Sheet
Press <<F3= to view the next page or <<Enter= to resume the application.

PERSLOC 15H Data Sheet (Page 2 of 2}
This ISH assists the Installeation Cosmander with
demobilization of activated Aeserve Component soldiers.
I[n brief, PERSLOC supports the following:

= The ability to search for persloc units by name
- The ability to add, change and delete wunits information

F&-T2=PREVW PAGE: RCTURH to continue

5.3.6 Problem ReportsECP-S Submission Menu.

Use this procedure to fill out an electronic version of DA Form 5005-R, ECP-S. After filling out
the form, you can print it or send it via electronic mail. Once stored, you can recall, edit, reprint
or retransmit an ECP-S. When you select this menu from the ®Master Menus, the system displays
the following forms for reporting the problem and generating a DA Form 5005-R (ECP-S). In this
option you can add a new ECP or PR or change one that is currently on the system. If the ECP-S
has already been submitted then you will not be able to change it.

Selection of this option from the ®Master MenuTwill display the following forms for reporting
the problem and generating a DA Form 5005-R (ECP-S).
Add-Change~Delete ECP-PR (v. 5.88) 1

>1. Add-Change ECP~PR
2. Delete ECP~PR

3. Submit ECP-PR
4. Telnet to 5TARS BES

Figure 5.3-41. Problem Reports/ECP-S Submission Menu

5-31



Version 09.00

AISM 25-P21-A03-AlX-SUM 01 June 1999

53.6.1 Add/Change ECP/PR.
Selection of this option from WAdd/Change/Delete ECP/PR MenuT will present the following

screen.

To:

ECP-5 (DAS5B8@B5-R) (Page 1 of 4)
Originator Humber: LA2-A158-144 Type of Report: ECP-5

* *

From:;

ATTH:

Title:

Priority:

Problem Date:

Point of Contact: Telephone:

ApplicationsVersion:
Executive S0 Basel inesVersion:

JobCycle Program ID:

Title of Problem/Change:

F3 = SAVE to continue; F6 = CAHCEL

Figure 5.3-42. ECP-S - DA Form 5005-R (Page 1 of 4)

Use this form to enter the information to generate a DA Form 5005-R (ECP-S) for this ISM. You
can then forward this printed form to the appropriate office for consideration.

You assign an originator number, comprising of AlIS and Data Processing Installation (DPI) codes
and an ECP or PR sequence number for tracking and identification of reports.

Pressing <<F2= from the Originator Number field will display a list of reports previously
generated that you can select to modify.

Field
Originator Number:

Type of Report:

From:

To:

Description
Enter 11 position number constructed as follows: Positions 1-3: AIS

code. Use this éhree position 1code to identify the system. You can
find this on the ISM data sheet from the ¥Customer Assistance ™
option on the ®Master Menu®.

Positions 4-7: DPI code. Use this éour position icode to identify
the installation submitting the DA Form 5005-R. Contact DOIM
ISM Administrator for this code.

Positions 8-11: Sequence Number. Use this four position all
numeric code with the other two codes to uniquely identify the
problem or ECP being reported on this DA Form 5005-R.

Enter the type of report or press <<F2= for choices. Select either
ECP-S or Problem Report. See your FA for instructions on what
constitutes a PR or ECP-S.

Enter the unit name, Installation Name, and name of person
reporting. Enter WD for Defense Switched Network (DSN).
Commercial telephone numbers should include the area code.
Example: WFort Lewis, Ms. Sullivan, XXX- 357-6495. 1

Enter the name of the organization where you want this ECP-S to be
sent.
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ATTN: Enter the name of the person to whose attention you wish the form
directed. Example: ®Mr. Sam Wilson. T

Point of Contact: Enter the name of the Point of Contact (POC).

Telephone: Enter the telephone number of the POC.

Title: Enter the title of the POC.

Priority: Enter the Priority of the report, or press <F2= for choices.

Application/Version: Enter the name of the application and the version number. Example:
WPERSLOC/09.001

Executive SW Baseline/ Enter the user 8 Executive Software baseline. Example: P21-9.00.

Version:

Problem Date: Enter the date the problem was detected into the field in an accepted
date format. You may enter ®oday¥for the current date.

Job/Cycle/Program ID: Enter the name or number of the problem job, cycle, and program.
The number of characters available on both lines is 66.

Title of Problem/Change: Enter a short description of the problem. Example: #Unit funds are

incorrect. @ The number of characters available on both lines is 66.

Note: If you move the cursor back up to the Originator Number, you will lose all of the changes
that you entered on this screen. This happens when the program attempts to find your new ECP-S
item. To avoid this, do not press <<Enter= on the last field of the form.

Once you enter the required data in this screen, press <<F3= to continue to the second page of the
report or press <F6= to cancel. Pressing <<F3= will display the following screen.

ECP-S (DASBB5-R) (Page 2 of 4)
Originator Humber: LAZ-A158-144
Description of ProblemsChange:

F3 = SAVE to continue; F6 = CANCEL; F8-F4 = PREV PARGE

ECP-S - DA Form 5005-R (Page 2 of 4)

This is page two of the data entry screens for entering the information to generate a DA Form
5005-R (ECP-S) for this ISM.

Field Description

Originator Number: This field gets populated automatically with the originator number
entered on the first page of the form.

Description of Problem/ Enter a brief narrative describing the problem in sufficient detail to

Change: permit ready identification and evaluation. Include a list of

supporting documentation available for research by SD. Example:
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‘Balance for Unit Fund was correct. However, most financial
statements for unit fund after year end are incorrect. ¥ The number of

characters available is 960.

Once you enter the required data on the previous screen, press <<F3= to continue to the third page
of the report or press <F6= to cancel. Pressing <<F3= will display the following screen.

ECP-5 (DASBA5-R> (Page 3 of 42>
Originator Humber: LAZ-A1568-144
Effect on User:

Recommended Solution~Justification:

SAVE to continue; F6 = CAHCEL; F8-F4 = PREU PAGE

ECP-S - DA Form 5005-R (Page 3 of 4)

This is page three of the data entry screens for entering the information to generate a DA Form
5005-R (ECP-S) for this ISM.

Field

Originator Number:

Effect on User:

Recommended Solution/

Justification:

Description

entered on the first page of the form.

This field gets populated automatically with the originator number

Enter a description of how the problem impacts on the user.

Example: Hncorrect reports causing excessive expenditures of
resources and lost time. @ The number of characters available is 420.

Enter a brief description of the recommended solution for problem

and its justification. The number of characters available is 480.

After you complete entering information on the prior screen, press <<F3= to continue to the fourth
screen of the report or press <<F6= to cancel. To return to previous page, press <F8/F4=.
Pressing <<F3= will display the following screen.

ECP-5 (DA58B5-R) (Page 4 of 4)
Originator NHumber: LAZ2-A1568-144
Remarks:

SAUE to continue; F6 = CANCEL; F8-F4 = PREV PAGE

F8-F1 = PRINT; F8-F3 = XHIT to transmit
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ECP-S - DA Form 5005-R (Page 4 of 4)

Field Description

Originator Number: This field gets populated automatically with the originator number
entered on the first page of the form.

Remarks: Enter relevant remarks concerning the problem and its solution. The

number of characters available is 900.
Processing options from screen 4 are as follows:

SAVE: When you complete the problem report, press <F3= to save it.
CANCEL.: If you decide to cancel the problem report, press <F6=.

PREV PAGE: To return to the previous page, press <F8/F4=.

TRANSMIT: If you are ready to transmit the report, press <<F8/F3=. This will

present the following warning screen before transmitting.

Once you Submit a 5885-R, you will not be able to
go back and change it. You could go ahead and save it nou,

then re-submit it later through ’Submit ECP-S5 menu option.

Press RETURH to Submit; F6 to Cancel

Press <<Enter= to submit or <<F6= to cancel the transmission request.
PRINT: To produce a printed copy of the report, press <F8/F1=.
5.3.6.2 Control Inputs.

To fill out an ECP-S, you require the originator number (a unique ECP-S identifier used to track
and recall an ECP-S) and problem report date. The originator number, which is supplied to the
user when filling out the ECP-S form, is composed of--

an AlS code
an unique site identifier
a site sequence number

Environment variables, which are set and exported in the ®trtusriISMT command file in the
PERSLOC runtime directory, control the following parameters:
Site sequence number that is generated and incremented automatically.
AISCODE, the identifying code assigned to PERSLOC AIS

DPI Code, a unique four-digit site identifier that is preset in PERSLOC at
installation time

ECPDIR, indicates the path where the ECP-S input and output files are stored
ECPDB is the ISM identifier (PERSLOC).
The environment variables allow this procedure to be used with various ISM at different sites
without changing the procedure itself.
5.3.6.3 Management Information.

Use the ECP-S Originator Number for tracking and later recall of the ECP-S from the STARS. The
system keeps the sequence number portion of this number [as an American Standard Code for
Information Interchange (ASCII) string] in a file in the ECPDIR directory that has the suffix
‘Lcount® The filename is the concatenation of the ISM AIS Code and the local DPI code. The
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PERSLOC screen banner includes the software version number, requested on the DA Form 5005-
R.

5.3.6.4 Input/Output Files.

Data entered into each of the four screens for the electronic DA Form 5005-R are stored in ASCII
text files named after the Originator Number with a screen sequence number (1, 2, 3 or 4)
appended. A directory named by the ECPDIR variable keeps these files.

5.3.6.5 Output Reports.

If a LaserPro Express printer is available and has been configured for use as a laser printer with
PERSLOC (refer to Procedure 7,4,1) the print option will print a facsimile of the DA Form 5005-
R, with the information entered. Otherwise, it will print an approximation to the DA Form 5005-R
using ASCII characters. If you choose the electronic mail transmission option, the ASCII version
is included as the text of a message with IDA Form 5005-R (ECP-S)Tand the current date as the
subject. The message can be directed to any addressee accessible from the PERSLOC host. The
size of the output is about two pages.

53.6.6 Reproduced Output Reports.

You should keep copies or originals of ECP-S(s) in an ECP-S notebook until processed. Local
procedure may dictate how many copies should be made for distribution and tracking.

5.3.6.7 Redart/Recovery Procedures.

There are no special restart or recovery procedures in the event of a system failure. The system
stores ECP-S data in permanent files as it processes and saves each screen.

5.3.6.8 Deete ECP/PR.

This option will allow you to delete an ECP or PR that is currently on the system. Selection of this
option from #Add/Change/Delete ECP/PR Menuwill present the following screen.

ECP-5 {(DASEBS-R) L
#* *
Originator Humber: LAZ-A15A=-144 Type aof Report: ECP=5

Fraom:

Ta;
ATTH:

Point of Contact: Telephone:
Tikle:

Priority: _
ApplicationsUersion:

Executive SW Baseline-Version:
Problem Date:

Job-TyclesProgram 10:

Title of Prohlem Change:
FS = SAVE to continue; FE = CRHCEL

Figure 5.3-43. Delete - ECP-S - DA Form 5005-R (Page 1 of 4)
Press <<F3= to view the next page or <F6= to cancel.
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ECP-5 {(DASEB5-A)
Originator Humber: LAZ-A158-144
Oescription of Problem-Change;

F3 = SAVE to contimue:; FB = CAHCEL: FB-F4 = PHAEU PHGE

ECP-S - DA Form 5005-R (Page 2 of 4)
Press <<F3= to view the next page or <F6= to cancel.

ECP-5 ¢DASB85-R) (Page 3 of 4)
Originator Humber: LAZ-A158-144
Effect on User:

Recommended Solution~ Justification:

SAVE to continue; F6 = CAHCEL; F8-F4 = PREV PAGE

ECP-S - DA Form 5005-R (Page 3 of 4)
Press <<F3= to view the next page or <F6= to cancel.

ECP-5 (DA5885-R) (Page 4 of 4)
Originator Humber: LAZ-A158-144
Remarks:

SAVE to continue; F6 = CANCEL; F8-F4 = PREV PAGE
F8-F1 = PRINT; F8/F3 = XHIT to transmit

ECP-S - DA Form 5005-R (Page 4 of 4)
Pressing <<F3= will take you to the delete confirmation screen as shown.

DELETE ECP-S-PROBLEH REPORT

Item(s) selected will be permanently removed from the database

Do you wish to delete the item(s) selected?

SAVE to commit work; F6 = CANCEL
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Enter <Y= for Yes or <<N= for No and press <F3= to commit work. Pressing <F6= will
cancel the delete request.

5.3.69 Submit ECP/PR.

This option will allow you to submit an ECP-S to the Status Tracking and Reporting System
(STARYS) that has already been created through the Add/Change ECP/PR procedure. Selection
of this option from BAdd/Change/Delete ECP/PR MenuTwill present the following screen.

Submit ECP-5 Henu
Origin Uersion Priorit Hodified Submit
884 PB1-5378-884 EDHIS 2.81 Rout ine 19958384 H
887 PA1-5378-887 EDHIS 2.81 Rout ine 19958384 H

F2 = MARK; RETURH to Submit; F6 = Cancel

Figure 5.3-44. Submit ECP/PR

This menu contains all of the ECP-S currently on the system. If the DA Form 5005-R has already
been submitted then an & wwill appear in the far right column. You cannot re-submit a DA Form
5005-R. To submit a DA Form 5005-R that has not yet been submitted, highlight the ECP-S and
mark it by pressing <<F2=. Press <<Enter= to submit or <<F6= to cancel the request. Once
you submit a DA Form 5005-R, it will remain on the system for one week before you can delete it
off the system. If you have marked an ECP-S that has already been submitted and pressed
<<Enter=, then the system will display the following error message.

ERROR
The ECP LA2-5113-136 has already been submitted on 1997-12-23.

RETURN to continue

Press <<Enter= to continue.

5.3.6.10 Telnet to STARSBBS.
The Telnet to STARS BBS function is no longer available for use.

5.3.7 PERSLOC Initialization/Administration M enu.

Functions on this menu are for use only by authorized functional administrators and are described
in detail in the PERSLOC SCOM, AISM 25-P21-A03-AlX-SCOM.

5.3.8 Installation-Specific Applications M enu.

Functions on this menu are for use only by authorized functional administrators and are described
in the PERSLOC SCOM, AISM 25-P21-A03-AlX-SCOM.

This option, if allowed, gives access to the mnstallation Specific MenuTdefined by the PERSLOC
Administrator in the PERSLOC Initialization/Administration functional area. PERSLOC
Administrator controls access to this menu. Selecting option #8 from the Waster MenuT will
result in the following screen.
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Figure 5.3-45. Installation-Specific Applications Menu
5.3.9 View Documentation/Regulations M enu.

This menu item is reserved for future development. Selection of this option from the WMaster
MenuTwill display the following screen.

Uiew Documentation-Regulations Henu
Uiew Governing Regulations (Primary)
Uiew End User Hanual (EH>
Uiew Implementation Procedures (IP>
Uiew Haintenance Hanual CHH)
Uiew ISHSIS
Uiew Configuration Control Hanual C(CCH)
Uiew Functional Description (FD)

. Return to Haster Henu

W0 =1 OO Ee G P

Figure 5.3-46. View Documentation/Regulations Menu
5.4 RELATED PROCESSING.

This section identifies and discusses PERSLOC related processes (i.e. batch, off-line, or
background processing) that must be supported by the end user. No such processes have been
identified.

55 DATA BACKUP,

PERSLOC, backup is performed daily by an automated process. Contact the FA for additional
information about backup. Please refer to paragraph 2.3 for discussion of data backup.

5.6 RECOVERY FROM ERRORSAND MALFUNCTIONS.
Please refer to paragraph 2.3 for discussion of recovery from errors and malfunctions.
5.7 MESSAGES.

There are warning and error messages in the system. Warning messages indicate that a problem
exists with the information entered. Error messages indicate that a problem has occurred while
processing a transaction. The user should report major errors to the FA.

Minor processing errors, such as entering an incorrect date or SSN, result in a message being
displayed. Re-enter the information correctly according to the instructions provided with the error
message.
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6 TERMSAND ABBREVIATIONS

ACSIM .. ... Assistant Chief of Staff for Installation Management
ADAPCP . . Alcohol and Drug Abuse Prevention and Control Program
ADD. . ..., Army Data Dictionary

AHS Academy of Health Sciences

AlS i Automated Information System

AISM ... Automated Information System Manual

ANSI . . American National Standards Institute
ANSOC . .. ... .. .. Army Network and Systems Operator Center
AR Army Regulations

ARA Assigned Responsible Agency

ASCIl ... ... ... . American Standard Code for Information Interchange
BBS e, Bulletin Board System

CAO i Customer Assistance Office

CCM._ .. Configuration Control Manual

CD e Clinical Director

CIVPER, ...l Civilian Personnel

COOP i Continuity of Operations

CPO e Civilian Personnel Office

CPU Central Processing Unit

DA e, Department of the Army

DBA o, Database Administrator

DBDD ..o Database Design Description

DCTN Defense Commercial Telecommunications Network
DDN i, Defense Data Network

DEMOB. ... ......ccccce..... Demobilization

DENTRAD .. ... ... ... Dental Readiness System

DISN Defense System Information Network

DM e, Director of Management

DMC i, Defense Mega Center

DOD ..., Department of Defense

DOIM Director of Information Management

DPl e, Data Processing Installation

DSN e, Defense Switched Network

ECP-S o, Engineering Change Proposal - Software
EDCO ..., Educational Coordinator

ESQL ..o Embedded Structured Query Language

ETIP . Extended Terminal Interface Prototype

A Functional Administrator

FACE. . . ... Framed Access Command Environment

FD e, Functional Description

FOUO ... For Official Use Only

FP Functional Proponent

FTDTL . Forensic Toxicology Drug Testing Laboratory
FTS Federal Telecommunications System

HQDA ... Headquarters Department of the Army

HW o, Hardware

IAW In accordance with
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TS . Installation Information Transport System

ILIDB Installation Level Integrated Database

P e, Information Proponent

ISEC .. Information Systems Engineering Command

ISM e Installation Support Module

1SS Information Systems Security

TP . Installation Transition Processing

LAN Local Area Network

MACOM, ...l Major Command

MAIS Major Automated Information System

MILPER ... ... Military Personnel

MRO. ..., Medical Review Officer

NCOIC . ... Non-Commissioned Officer In Charge of a Unit

NCSA National Center for Supercomputing Applications

NIC e, Network Interface Card

obisc* ... Office of the Director of Information Systems for Command,
Control, Communication, and Computers

OCSA Office of the Chief of Staff of the Army

OS . e Operating System

OSE.. ..., Open Systems Environment

PA Proponent Agent

PC e Personal Computer

PCS e, Permanent Change of Station

PEKeYS . i, Programmable Function Keys

PIR e, Patient Intake/Screening Record

PM e, Project Manager

PMOISM_ . . . . ... .. ... Program Management Office, Installation Support Modules

POC e, Point of Contact

PPR e, Patient Progress Report

PR Problem Report

RAM i, Random Access Memory

RAPR. . ... . Resource and Performance Report

RDBMS . . Relational Database Management System

RTF el Residential Treatment Facility

SA System Administrator

SAC . Service Area Code

SADB. ... Subject Area Database

SAFP . . Subject Area Functional Proponent

SCOM . Software Center Operator Manual

SDC-W . Software Development Center - Washington DC

SIC Systems Identification Code

SIDPERS ... ... ... Standard Installation/Division Personnel System

SIP e Software Installation Plan

SOP .o Standard Operating Procedures

SQL Structured Query Language

SSN e Social Security Number

STAMIS . Standard Army Management Information System

STARS . . . Status Tracking and Reporting System
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USADAOA
USAISSC .
VDT

Structured Requirements Analysis Planning
Software User Manual

Software

Table of Distribution and Allowances

Test Designated Position

Unit Alcohol and Drug Coordinator

Unit Identification Code

A multi-user operating system written by AT&T
Unit Processing Code

Unclassified Sensitive - Two

U.S. Army Drug and Alcohol Operations Agency
US Army Information Systems Software Center
Video Display Terminal
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7 ADHOC QUERY UTILITY USER GUIDE
7.1 GENERAL |[NFORMATION AND START-UP

7.1.1 Introduction.

The Installation Support Modules use the ANSI-compliant version of Structured Query Language
(SQL) provided with the Oracle database management system to perform queries and produce
reports.

The standard queries and reports provided with OUTPROC are usually sufficient for most needs.
However, they may not be sufficient for your particular needs. If that is the case, you can use the
BAd Hoc Query Utility'mto create your own queries and reports.

This guide provides instructions on how to use the BAd Hoc Query Utility ™ It starts with an
overview and interface description. Then, a detailed explanation of features, step by step
procedures, and examples follow.

7.1.2 Overview.

The #Ad Hoc Query UtilityTlets you perform two types of queries: basic and advanced. You do
not need to know how to use SQL to make a Basic query. You specify the data you want and how
you want it to be organized. The BAd Hoc Query Utilitymwgenerates the SQL statements for you.
Or, if you prefer, you can make an advanced query using your own SQL statements.

This guide provides instructions for the 8Ad Hoc Query Utilitymonly. It does not explain how to
write SQL statements. If you want to write your own SQL statements for use in Advanced queries,
look at the generated statements from examples and refer to ¥The Oracle Guide to SQL: Tutorial. ™
Throughout this guide, the 8Ad Hoc Query UtilityWis referred to as 8Ad Hoc Query. 1T

7.1.3 Ad Hoc Query Interface.

The user interface for BAd Hoc QueryTis the same as that for ISM. Refer to Section 8, WJser
Interface Standards, ¥ for a detailed description of the user interface including how to make
selections from menus, enter and edit data in forms, and move between fields in a form. #Ad Hoc
Querymuses some special function keys, which this guide describes.

7.1.31 Menus

A menu is a screen box containing two or more numbered options. To select one of the options in
a menu, use the arrow keys to highlight the option desired and press <<Enter=. Or, press the
number of the option and then press <<Enter=.

7.1.3.2 Function Keys.

In #Ad Hoc Querys, you press function keys to perform certain operations. Eight labels are
displayed, left to right, on the bottom of the screen. The text in these screen labels indicates what
function the corresponding function keys <<F1= through <<F8= performs at any time. The
function and screen label that corresponds to each function key may change during processing.

The screen labels will change accordingly, but you will always find a particular function on the
same function key. Table 7-1 lists the most commonly used function keys and their screen labels.

Table 7.1. Function Keys

FUNCTION KEY SCREEN LABEL
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<Fl= HELP
<F2= CHOICES (MARK)
<F3=> SAVE
<F6= CANCEL
<F8= CHG-KEYS

<Fl=>

<F2>

<F3>

<F6=>

<F8=>

Pressing <<F1=, when the screen label is é{ELP 1 displays a help screen with
information about the form or menu, you are currently using.

Pressing <<F2=, when the screen label is é€HOICES 1 displays a list of valid
choices for the highlighted field. You can select one of the choices from the list by
highlighting it and pressing <<Enter=. To highlight the choice you want, use the
arrow keys or type the first few letters of the desired choice until it is highlighted.

Pressing <<F2= when the screen label is MARK lets you mark several choices you
want to select. To do this, first highlight the choice you want, then press <<F2= to
mark it with a =. To highlight a choice, use the cursor control keys, or type the
first few letters of the desired choice until it is highlighted. To unmark a choice,
highlight it again then press <<F2= again. When you have marked all your choices,
press <<Enter= to select them.

Pressing <<F3=, when the screen label is SAVE, saves all of the selections you
have made on the current screen and displays the next screen. If you press <F3=
without having filled-in all the necessary fields, you will not be allowed to continue
and a message at the bottom of the screen will indicate the problem.

Pressing <<F6=, when the screen label is €&€ANCEL 1exits the current screen and
returns you to the previous screen. This operation does not save any input. In most
cases, pressing <<F6= will return you to the screen or menu immediately preceding
the one currently shown. If the current screen happens to be the iMaster Menus;
then, pressing <<F6= will exit you from the application to the UNIX prompt.

Pressing <<F8=, when the screen label is &€HG-KEY'S mtoggles the assignments of
the other seven function keys. When you press <<F8= new screen labels will
appear for these function keys on the rectangles at the bottom of the screen
indicating their new functions. To return the function keys to their original
assignments, just press <<F8= again. Print and View functions are often
implemented by pressing <<F8= followed by another function key. When you
have to access one of these functions, an instructional line at the bottom of the
screen will tell you what keys to press.

For example:

F8/F1 = PRINT

This means press <<F8=, then press <F1=.

7.1.3.3 Fidd Prompts

When the cursor is on an input field, a message will appear, on the bottom left of the screen telling
you what action to take or what type of information is required.

7.1.3.4 User Input General Guiddines
When typing text into a form, just type your input and press <<Enter=. All entered text is
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converted to upper case (except in a few special instances.)

If a CHOICES list is available, the word CHOICES will appear in the screen label for <F2=.
Select the choice you want and press <<Enter=.

Some fields require input, while input to others is optional. If you do not fill-in a required field, or
if you have incorrectly filled-in a required field, an error message will appear.

To move the cursor to the next field, press <<Enter= or <<Tab=. To move the cursor to the
previous field, use the arrow keys or <<Shift/Tab>=.

When you have finished filling-in a form, press <F3= to continue.
7.1.4 AdHoc Query Main Menu.

#Ad Hoc Query T may be reached from any ISM WMaster MenuT by selecting the WPeacetime
MenuToption. From there, you will find the 3Ad Hoc Query T main menu option. Figure 7.1-1
shows the #Ad Hoc QueryTmain menu. The following sections explain the various options in this
menu.

Ad Hoc Ouery (uv.
Create a Basic Ad Hoc Quer
Create an Advanced Ad Hoc QOuery
Change a Saved Ad Hoc Ouery

Delete Ad Hoc Oueries
View Print Saved Ad Hoc Ouery Results
Uiew Saved Ad Hoc Query Statements

Figure 7.1-1. Ad Hoc Query Menu
7.1.5 DataBase Concepts.

A brief description of how a database table is constructed is presented here with an example to
illustrate how to make selections from the database tables. Refer to the OUTPROC Data Base
Specifications for complete descriptions of the éutproc Tdatabase tables. You can then use #Ad
Hoc Querymto design your specific report, armed with the knowledge of how the information is
organized.

Records and fields compose a relational database table. These elements are similar to rows and
columns in a table of information. Refer to Table 7.2 for a graphical representation of a simple
database table.

Table 7-2. Simple Data Base Table

data base Field 1 Field 2 Field 3 Field 4
[Table] [Column 1] [Column 2] [Column 3] [Column 4]

Record 1 Atwater 14456 Vine Los Angeles
[Row 1]

Record 2 Benson 2345 Oak Richmond
[Row 2]

Record 3 Benton 29 T St. NW | Washington
[Row 3]

In the preceding example of a database table, Field 1 title may be Name and contain the names of
people in the database. Field 2 ¥ title may be Street, and contain their street addresses. Record 1
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could be titled #001, and contain all information relating to a particular person including, as in this
example, Name, Street, City, and State.

In BAd Hoc Query®, you select the fields you want to print and any conditions you wish to apply to
them (for example names beginning with the letter BAT or the state equal to ICATW. You can
select and optionally sort those fields for all records that match the specified conditions and then
display or print the results.

A query comprises a specification of what fields are to be selected, in what order and how they
are to be sorted along with the conditions that apply to selecting records. With ®Ad Hoc
Query®, queries you create can be named and saved so you can execute them and display or
print the results later. You can modify a saved ad hoc query at any time.

7.2 CREATE A BASIC AD HOC QUERY

To create a Basic Ad Hoc Querys, use the procedures described in this section. Select option #1,
‘Kreate a Basic Ad Hoc QueryT from the BAd Hoc Query ™ main menu. The mBasic Ad Hoc
Querywscreen will appear.

Basic Ad Hoc Ouer
Query Hame: #%% NEW OUERY s##=*

Type of Query: SELECT ALL

Fields:

Sort Fields
Order : Ascend-Descend:
Order : Ascend-Descend:
Order : Ascend~-Descend:
Order : Ascend~Descend:
Order : Ascend-Descend:
Order : Ascend-Descend:
Order : Ascend~Descend:
Order : Ascend~-Descend:

F3 = SAVE to continue: F6 = CANCEL:
F8-F5=SET ORDR; F8-F6=SET TBLS:;

Figure 7.2-1. Basic Ad Hoc Query screen
Later paragraphs describe the function key actions listed at the bottom of the screen.
7.2.1 Fieldson the Basc Ad Hoc Query Screen.
This section discusses the screen fields in the order that they appear on the screen.

Field Description
Query Name: The KQuery NameTis the name that you will use for later reference

to the query. Notice that all new queries start with the name TNEW
QUERYL. When you save the query, you may give it a more
specific name. (Refer to paragraph 7.2.5).

Type of Query: The WType of Queryspecifies the kind of information you wish to
select from the database. Note that SELECT ALL is the default
value. Press <<F2= to get a list of choices. The choices shown in
Table 7-3 are available.

Table 7-3. Types of Queries
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VALUE OPERATION

SELECT ALL

Select all records and fields specified. (This is the default).

SELECT UNIQUE

Select unique records only. If multiple record types with duplicate
information exist, this selects only one of each unique type. This is
useful if you want to list the different kinds of values without printing
every value.

SELECT COUNT

Show a count only of records found. (Includes duplicates).

SELECT UNIQUE
COUNT

Fields:

Order By:

Ascend/Descend:

Show a count only of unique columns found. (Does not include
duplicates).

‘WFieldsTspecifies what fields (columns) are to be selected from the
overall set of database fields by the query. Press <<F2= to get a
complete list of available fields and a brief description of each.
Then, indicate what fields you want to select by moving the
highlight bar to the desired choice and pressing <<F2= to mark each
desired field for the query. Once you have marked the field choices
for your query, press <<Enter= to return to the WBasic Ad Hoc
Querywscreen. If you choose more than one field, an asterisk will
appear in the WieldsTfield.

Refer to paragraph 7.3.1.1 for details about more ways to mark
fields. Paragraph 7.3.1.2 describes how to set the order that your
selected fields appear in the query. Paragraph 7.3.1.3 explains how
and when to specify the table to search for a particular selected field.

The 1Order By wfields (8Sort Fields®) allows you to specify how to
organize (sort) the results of your query. Entering data into these
fields is optional. To organize your report, position the cursor at the
first ®Order By field and press <<F2= to get a list of the fields you
previously selected for your query. Highlight the field you want to
sort by first and press <<Enter=. To do multi-level sorting, enter
more sort fields on subsequent ®Order By Tlines.

Each #Ascend/Descend T field corresponds to an ®Order By field
and specifies the direction of the sort for the ¥Order By field. The
default is to sort from lowest to highest (ascending). Entering data
into these fields is optional.

When you have completed making the mBasic Ad Hoc QueryTscreen entries, press <F3=. This
will display the Basic Ad Hoc Conditions screen.

7.2.2 Fiddson theBasic Ad Hoc Conditions Screen.

This screen lets you specify selection conditions for the fields you selected for your query. Entering
data into the fields in this screen is optional. Later paragraphs describe the function key actions
listed at the bottom of the screen.
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Field
Field:

Condition:

Value:

And/Or:

WHERE

Field:
Value:

Field:
Value:

Field:
Ualue:

Basic Ad Hoc Query Conditions
Ouery Hame: s##+ HEU OUERY =+

Condition:

And-0r _

Condition: I

Condition:

F3=SAVE Ouery; F6=CANCEL; FB8-/F1=PRINT Ouery Results
F8-F2=VUIEU Query Results; F8/F3=VIEUSTHT View Query Statement

And-0Or _

F8-F4=PREV FRH; F8-F5=PG UP; F8-F6=PG DOUHN;

Figure 7.2-2. Basic Ad Hoc Query Conditions

Description
Use the WFieldTTield to specify which field in your query to apply a

selection condition to. Pressing <<F2= gives you a list of your
previously selected fields to choose.

For example, if you have selected individual name as one of the
fields in your query, you may want to print only individual names
beginning with the letter IS To do this, enter the individual name
field in this data entry field, then specify the condition in the
“KConditionmfield.

“KConditionTis the type of condition (such as equal to, like greater
than, less than) to apply to a selected field element. Press <F2= to
get a list of choices. The operators LIKE and NOT LIKE should be
used when the field contains alphanumeric data (such as a name).
The operators = and <<= (equal and not equal) should be used
when the field contains numeric data only. If you donf know the
type of a field, assume it is numeric.

NOTE: As on all CHOICES lists, the currently highlighted
option appears with a = on the left side. This might be confusing
for this particular list since the = will appear as == when it is
highlighted.

(Optional field). WalueTis the value to compare the field. This
can be a full value such as a name or number, or a partial value,
such as a letter. It may also be the name of another field. When
comparing character values, lower case is considered greater than
upper case (for this reason, the input in this field is not converted to
upper case).

IMPORTANT: #Ad Hoc QueryTautomatically puts quotes around
the value you enter in this field, so you should never put quotes
around your Walue'w

(Optional field). Use this field only if you are specifying more than
one condition. If you want each condition to be met, type #ATfor
TANDTand press <<Enter=. If you want any condition to be met,
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type 101 (for BORW) and press <<Enter=.

IMPORTANT: Currently, you cannot group logical conditions
using mBasic Ad Hoc Query ™. This means you cannot combine
BANDT and ®ORT conditions or specify which conditions are
applied first. To do that, you must use #Advanced Ad Hoc Query ™
instead.

7.2.3 UsingtheBasic Ad Hoc Query Screen.

Figure 7.2-2 shows the mBasic Ad Hoc Query® Screen. Paragraph 7.3.1.2 describes the SET
ORDR function. Paragraph 7.3.1.3 describes the SET TBLS function.

Ouery Hame: adhoc

Type of Query: SELECT ALL
Fields: AAR_FLAG i ADHINSTRATIVE ADJUSTHEHT REPORT FLAG

Sort Fields

Order By: AAR_FLAG i ADHINSTRATIVE ADJ Ascend/Descend:
Order : Ascend./Descend:
Order : Ascend.Descend:
Order : Ascend.”Descend:
Order : Ascend.”Descend:
Order : Ascend./Descend:
Order : Ascend.Descend:
Order : Ascend.”Descend:

Basic Ad Hoc Quer

F3 = SAVE to continue; F6 = CANCEL;
F8-F5=SET ORDR; F8-F6=SET TBLS;

STEP 1.

STEP 2.

STEP 3.
STEP 4.

STEP 5.

Figure 7.2-3. Basic Ad Hoc Query Screen

Select option #1, KCreate a Basic Ad Hoc Query®, from the BAd Hoc Query Tmain
menu. The mBasic Ad Hoc Querywscreen will appear. Notice that all new queries
start with the name EINEW QUERY'E. When you save the query, you give it a unigque
name.

To change the value of the W Type of QueryTfield, go to STEP 2. If the default
value is what you want, go to STEP 3.

Check type of query (required field). Default is BSELECT ALLE. If you want to
keep this value, go to STEP 3. If you want to change it, move the cursor from the
‘WieldsTinput field and press <<F2= to list available choices. Select the desired
value and press <<Enter= to fill-in the field. Press <<Enter= again to move to
WieldsT

Enter SFIELDSTinput (required field). Press <F2= to list fields.

Mark the fields you want to select. To do this, first highlight the field you want,
then press <<F2= to mark it with a =. To highlight a field, use the cursor control
keys, or type the first few letters of the desired field until it is highlighted. To
unmark a field, highlight it again and then press <<F2= again. Refer to Paragraph
7.3.1.1 for advanced field marking options.

When done marking fields, press <<Enter= to return to the WBasic Ad Hoc
Querywscreen. If you marked more than one field, an asterisk will appear in the
‘WieldsTinput field. Press <<Enter= again to go to the first ®Order By T field in
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STEP 6.

STEP 7.

STEP 8.
STEP 9.

the Bort FieldsTarea.

Enter TORDER BYTinput (optional field). To list valid choices, press <F2= to
list the fields you marked in STEP 4. Highlight the field you want to sort by and
press <<Enter= to place it into the ®Order By field. Press <<Enter= again to
move the cursor to the corresponding BAscending/Descendingfield.

Enter FASCENDING/DESCENDING T input (optional field). Type BATfor ascending
alpha-numerical order, or DT for descending alpha-numerical order, then press
<<Enter=. Ascending is the default value.

Enter additional FORDER BYTinput by repeating STEPS 6 & 7 for each one.

When done, press <<F3= to go on to the next screen (Basic Ad Hoc Conditions).
Input to this screen is optional.

To skip Ad Hoc conditions, press <<F3= without entering any conditions. This
will display the ¥Save Ad Hoc QueryTScreen described in paragraph 7.2.4.

7.24 UsingtheBasic Ad Hoc Query Conditions Screen.

This screen lets you specify conditions for fields you chose for your query. It also provides access
to other BAd Hoc Querymfunctions as described in Section 3.

STEP 1.

STEP 2.

STEP 3.

STEP 4.

UHERE

Basic Ad Hoc Query Conditions
Ouery Hame: #x+ HEW OQUERY s+

Field: Condition:
Ualue:

And-0Or _

Field: Condition:
Ualue:

Field: Condition:
Ualue:

And-/0r _
F3=SAVE Query; F6=CANCEL; F8-F1=PRINT Ouery Results
F8-F2=VIEU Ouery Results; F8-F3=UIEWSTHT Uiew Query Statement
F8-F4=PREU FRH; F8-F5=PG UP; F8-F6=PG DOUN;

Specify the field to apply conditions to. Press <<F2= for a list of previously
selected fields; highlight field and press <<Enter=.

Specify the condition to apply to the field. Press <<F2= for a list of valid
conditions.  Highlight the desired condition and press <<Enter= to accept it.
Highlighted options have = next to them, donT® confuse it with a condition
character.

Specify the value you want to compare the field. Do not use quotes. Press
<<Enter= to accept it. This can be a full value, such as a name or number, or
partial value, such as a letter. It may also be the name of another field. When
comparing character values, lower case values are considered greater than upper
case values.

Specify the AND/OR condition. Use this field only if you are specifying another
condition. If you want each condition to be met, type AT for BANDTand press
<Enter=. If you want any condition to be met, type ¥OT for TORTand press
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<Enter=.
STEP 5. Press <<F3= to display the #Save Ad Hoc Query¥Screen.
7.2.5 Usingthe Save Ad Hoc Query Screen.

This screen lets you save a query for later use, rename a query previously saved and optionally,
make the query public.

Save Ad Hoc Quer

Ouery Hame:

Rename This Ouery?HO
Hew Hame:

Comments:

Ouery saved: 1998-81-82 Hake this QOuery Public? _
F3 = SAVE to continue: F6 = CANCEL

Figure 7.2-4. Save Ad Hoc Query Screen
7.251 ToEnter aNew Name.
Use this procedure to save a newly created ad hoc query under a unique name.

STEP 1. Enter name for the query on the ®Query NameT field and press <<Enter=. The
name you choose should be unique. The cursor will move to the EKCommentsT
field.

STEP 2. Enter any comments. These comments will appear with the name later in a
choices list when browsing saved queries. When done, press <F3=.

STEP 3. Enter <Y= or <N= at the ®™Make this Query Public?T field. If you enter

<<N=, only you can run or modify the query. If you enter Y wothers will be able
to use run and modify the query. You can change this later, if you choose.

STEP 4. When done, press <F3=.

User Defined Header
Header to be printed on the report:

F3 = SAVE to commit work; F6 = CHHCEL

7.25.2 ToChangethe Saved Name of a Query.
Use this procedure to change the name of a query that you have just saved.

STEP 1. Answer the TRENAME THIS QUERY?T field. Default is ENow®m  Press
<<Y=<Enter=. The cursor will move to the INew NameTfield.

STEP 2. Enter new name for this query and press <<Enter=. The cursor will move to the
‘ICommentsfield; add any new comments.

STEP 3. Enter any comments. These comments will appear alongside the query name later
when browsing saved queries. When done, press <F3=.

STEP 4. Enter <Y= or <N= at the ®™Make this Query Public?T field. If you enter

7-9



Version 09.00 AISM 25-P21-A03-AlX-SUM 01 June 1999

<<N=, only you can run or modify the query. If you enter <Y= others will be
able to use run and modify the query. You can change this later, if you choose.

STEP 5. When done, press <F3=.
7.3 BASIC AD HOC QUERY FUNCTIONS
7.3.1 Functions Accessible from the Basic Query Screen.

While you are creating a basic query, several enhanced functions are available via function keys
from the mBasic Ad Hoc QuerywScreen. Paragraphs 7.3.1.1 through 7.3.1.3 describe them.

7.3.11 Mark Fiddsfor aBadsc Query (Advanced).

While marking fields, you can take advantage of advanced marking capabilities provided by #Ad
Hoc Queryn. The following explains these options.

F1 MARK ALL Mark (select) all items.

F2 MARK Mark or unmark highlighted item.

F3 MARK UP Mark all items from the current one to the top of the list.

F4 MARKDOWN  Mark all items from the current one to the bottom of the list.

F5 INTERVAL Mark a range of items. To perform this option, mark the item at the

top of a desired range of items (using <F2>=) and mark the item at
the bottom of the desired range. Then, press <F5= and all items
in the range will be marked.

F6 PATTERN Mark items that fit a certain pattern. A prompt asks, for a pattern to
search. Input into this prompt is case sensitive. To search for a
pattern, type in a letter string followed by the * character. For
example, type MED* to mark all items that start with MED, or type
* MED * to mark all items that contain the letter string MED.

F7 SWAP Mark all items that are currently unmarked and unmark all items that
are currently marked.

Refer to the Section 8, ©ISM Standard User Interface mfor more details about selecting items from
lists and menus.
7.3.1.2 SettheOrder of Fiddsin aBasc Query.

Use the following procedure when creating a mBasic Ad Hoc QueryTto set the order that the
selected fields appear in the results of your query.

STEP 1. Select the Set Order option by pressing <F8= followed by <F5=.

STEP 2. Highlight the field you want to appear first (by using the arrow keys) and press
<<Enter=.

STEP 3. Highlight the field you want to appear next and press <<Enter=.

STEP 4. Repeat Step 3 until you are satisfied with the order of the data elements.

STEP 5. Press <F8/F3= to save and return to the BBasic Ad Hoc Querywscreen.

IMPORTANT: The system will display in a random order the fields for which you
do not specify the display order.

7.3.1.3 Settingthe Search Tablesin a Basic Query.
When the same database field is present in more than one table, 8Ad Hoc Query 1 chooses one of
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these tables as the default search table. This option is needed to set the search table in those cases
when the default search table is not what you intended. This situation would arise in the following
example:

You want to create a report of a soldier family member names with the family member # SSN
displayed alongside each name. First, you select the fields you want to query - individual name
(for name of family member) and individual family member SSN. The problem is that the
individual name is present in two different tables: mindividualmand mindividual association. @™ To
generate a query of family member names, the query must search the individual association table
but not the individual table. Since Ad Hoc Query by default searches the mindividualmtable, which
contains the soldier ¥ names, you must override the default for this field and set it to search the
“mindividual associationmtable instead.

Use the following procedure when creating a Basic Ad Hoc QueryTto set which data base tables
to search when selecting fields in your query.

STEP 1. Press <<F8/F6= to select the Set Tables option. A browse menu containing the
fields in your query along with their current search table will appear.

STEP 2. Highlight the field whose search table you wish to change (using the arrow keys)
and press <<Enter=. A CHOICES menu consisting of the possible search tables
will appear.

STEP 3. Highlight the desired search table (using the arrow keys) and press <<Enter=.
You will return to the browse menu in STEP 2.

STEP 4. Repeat Steps 2 and 3, until you have specified the desired search tables for your
query fields.

STEP 5. Press <F8/F3= to save and return to the Basic Ad Hoc Querywscreen.

7.3.2 Functions Accessible from the Conditions Screen.

After you have created a basic query, several functions are available via function keys from the
‘Basic Ad Hoc Query ConditionsScreen. Paragraphs 7.3.2.1 through 7.3.2.6 describe them.

7.3.21 Print Ad Hoc Query Results
To print the report to a printer--

STEP 1. Press <<F8/F1=. A User defined header screen will appear.

STEP 2. Enter a title to put on the query results and press <F3=. A message [Generating
Report ... ] will appear followed by the Print Destination Screen.

STEP 3. Specify the number of copies you want, the printer class, and printer name. Press
<<F2= for lists of valid printer classes and names.

STEP 4. When done, press <<F3= to print or <<F6= to return to the WBasic Ad Hoc
Queryscreen.

7.3.2.2 View Ad Hoc Query Reaults
To display the results of your query--

STEP 1. Press <F8/F2=. As your query is being performed and the results compiled, a
[Generating Report ...] message will appear.
STEP 2. Move to the next page of the report, once it appears, by pressing <<Enter=.

IMPORTANT: Report-viewing is done via a file-browsing utility that lets you do things like
search for patterns and move  backward and forward through the report. If
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you are comfortable moving through files, use the browse commands. Press
<<h/Enter= to display a list of these commands.

STEP 3. Press <<g/Enter= to exit the display and return to the previous screen.
7.3.2.3 View Ad Hoc Query Statements.

To view the SQL statements of the current 8Ad Hoc Queryn, press <F8/F3=. This lets you see
the SQL statements that are generated by mBasic Ad Hoc Query & You can use this information to
learn how SQL is used and can copy SQL code for use with BAdvanced Ad Hoc Query s

7.3.24 ReturntoBadc Ad Hoc Query Screen.

To return to the Basic Ad Hoc Query® Screen, press <F8/F4=. You can then make further
modifications to the query.

7.3.25 Scroll Query Conditions Up.

To scroll the current display of query conditions up toward the beginning, press <F8/F5=.
7.3.26 Scroll Query Conditions Down.

To scroll the current display of query conditions down toward the end, press <F8/F6=.
7.4 OTHER AD HOC QUERY OPTIONS

You can access the functions described in this section from the 3Ad Hoc Query T main menu. To
create a BBasic Ad Hoc Query®, refer to Section 7.3.

7.4.1 Createan Advanced Ad Hoc Query.

To use BAdvanced Ad Hoc Query®, press <<2=<Enter=. The BAdvanced Ad Hoc QueryT
screen will appear.

Advanced Ad Hoc QOuer
Ouery Hame: ##x% NEW OUERY #:#:*

FB8-F1=PRIHNT; F8-Fz=UIEU:; F3=5ave Advanced QOuery:; Fe=CANCEL

Figure 7.4-1. Advanced Ad Hoc Query

This screen functions similarly to the Basic Ad Hoc Query®Screen. No help is available and you
must write your own SQL statements.

To print your advanced query, press <F8/F1=.

To view your advanced query, press <F8/F2=.

To scroll up your advanced query, press <F8/F6=.
To scroll down your advanced query, press <F8/F5=.

7.4.2 Change a Saved Ad Hoc Query.

To change a query you have already saved, press <<3/Enter=. A list of all saved queries will
appear on-screen.
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Change a Saved Adhoc Query
Query Hame Query Type Ouery Access
Basic Private

Highlight the query you want to edit and press <<Enter=. The appropriate #Ad Hoc Query®
Screen (Basic or Advanced) appears with the query already filled in. Make any changes you wish.

7.4.3 Deete Ad Hoc Queries.
Use this procedure to delete a saved query.

STEP 1. List saved queries by pressing <<4/Enter=. A list of all saved queries will appear
on-screen.
Delete Ad Hoc Oueries

Ouery Hame Ouery Type User Id
Fublic bel | amiym

quETYE Fublic biel ] amym
test Fublic bellamym
test ?ulrﬂ 1 Public bellamym
hiz guery jeinz 2 tables s=n's.
Count [ndividual Transfer ocut Fublic eif
This query will count the Hationa! stock number for all LTO
and the count is the guantity of items{HSH).
Date range for 0-X totals Frivate o@if )
0<% eurrenktly as of 11-26-06 does not keep track of single

FZ = HARX to select; RETURH to commit; F& = CAHCEL
Figure 7.4-2. Delete Ad Hoc Queries

STEP 2. Mark the queries you want to delete.

STEP 3. Press <<Enter=. A screen will appear asking if you are sure you want to delete the
marked item(s).

Delete A Saved Quer

Item(s) selected will bhe permanently removed from the datahase

Do you wish to delete the item{(s) selected?

SAVE to commit work: F6 = CANCEL

STEP 4. Press <<Y= in response to the prompt and press <F3=. The marked item(s) will
be deleted.

7.4.4 View/Print Saved Ad Hoc Query Results.
Use this procedure to view or print a query you have already saved.

STEP 1. Display the View/Print Saved Ad Hoc Query Results screen by pressing
<<5/Enter=.
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Uiew/Print Saved Ad Hoc Ouery Results

OQuery Hame:

F8-F1 = PRINT; F8-F2 = UIEW; F& = CANCEL

Figure 7.4-3. View/Print Saved Ad Hoc Query Results

STEP 2. Enter the name of the saved query you want to view, or print, or press <<F2= for
a list; highlight the one you want to run, and press <<Enter=. This will insert the
name into the IQuery Namemfield.

STEP 3. To view the query, press <F8/F2=. Refer to paragraph 7.3.2.2 for information
about viewing a query.

STEP 4. To print the query, press <<F8/F1=. Refer to paragraph 7.3.2.1 for information
about printing a query.

7.45 View Saved Ad Hoc Query Statements.

Use this procedure to view the SQL statements of a saved 8Ad Hoc Query®. This option lets you
see the SQL statements that result from automatic generation of your saved SQL query. You can
use this information to learn how SQL is used and to copy SQL code for use with #Advanced Ad
Hoc Queryn

STEP 1. List saved queries by pressing <<6/Enter=. A box listing the saved ad hoc queries
will appear.

Uiew Saved Ad Hoc Query Statements
Query Hame Query Type Ouery Access
>Count Individual Transfer out Advanced Public
This guery will count the Hational stock number for all LTO
and the count is the guantity of items(NSH).
Haster Location - Ft. Stewart Basic Public

Search for lin 182 Advanced Public
Search for lin 182 for dueouts

Temp Loan-Hame - Ft. Stewart Basic Public

adhoc Basic Private
none

bdu dx Advanced Public
for bdus on polk

Highlight your selection and press BETURH

Figure 7.4-4. View Saved Ad Hoc Query Statements

STEP 2. Highlight the query name you want to view and press <<Enter=. The SQL
statements will appear on-screen.

STEP 3. When done viewing, type <<g/Enter= to return to the #3Ad Hoc Query Tmenu.
7.5 ADHOC QUERY SAMPLES

This section demonstrates how to make some sample reports using Basic Ad Hoc Query®. This is
not intended to be an extensive tutorial. You are urged to substitute any fields you want for the
ones shown in the examples. In so doing, you will find how easy it is to create ad hoc queries.
Remember that the database is not altered in any way when you create or run an ad hoc query.
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7.5.1 Creatingand Manipulating Simple Reports.
7511 CreateaSmpleReport.

Use the following procedure to create a simple report that contains three columns of data, sorted by
the data in the first column.

STEP 1. Select option #1, KCreate a Basic Ad Hoc Query®, from the BAd Hoc Query Tmain
menu. The Basic Ad Hoc Querywscreen will appear.

STEP 2. Enter SFIELDSTinput (required field). Press <F2= to list fields.

STEP 3. Mark the fields shown below. To do this, first highlight the field, then press

<F2= to mark it.

BIRTH_DT IND_SSN RANK
If one of the fields shown above is not in your field list, mark some other similar
field.

STEP 4. When done marking fields, press <<Enter= to return to the #Basic Ad Hoc
Querymscreen. An asterisk will appear in the ¥ieldsTinput field. Press <<Enter=
again to go to the first ®Order By Tfield in the Sort Fields area.

STEP 5. Enter TORDER BYTinput. Enter the BIRTH_DT field here. Press <<Enter=
again to move the cursor to the #Ascending/Descending mfield.

STEP 6. Enter FASCENDING/DESCENDINGT input. Type ®AT for ascending order, then
press <Enter=.

STEP 7. When done, press <<F8/F2= to generate a report for screen viewing.
RESULTS: Notice that the dates are in ascending order, as you specified.
NOTES:
1. The columns are output in apparently random order because you did not use
the SET ORDR option (paragraph 7.3.1.2) to set the order of the fields in the output
columns.
2. If information was not displayed in your report, it is probably because no
data existed that matched your query. Recheck your query carefully if you think this
is an error.

STEP 8. When finished reviewing the report, press <<F3= to go to the ¥Save Ad Hoc

Query®Screen. Then save it, as described in paragraph B.2.5 and return to the
#Ad Hoc Query Conditionsmscreen.

7512 Sdect aRangeof Valuesfor Dates.

Use the following procedure to select a range of values for the report you created in paragraph
7.5.1.1. This example will list only those with dates between 1 January 1960 and 1 January 1963.

STEP 1. Enter FIELDTdata. Type BIRTH DTT¥<<Enter=. (Or, press <<F2= to list
the fields and select BIRTH_DT.)

STEP 2. Enter condition. Type B 1and press <<Enter=. Or, press <<F2= for a list of
operators, move the highlight to &= greater thans, and press <<Enter=.

STEP 3. Enter ?VALUETdata. To list the dates after 1 January 1960, type 19600101 and
press <Enter=.

STEP 4. Enter AND/OR data. Press <<a=<<Enter= to populate this field with BAND. T
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STEP 5. Enter TFIELDTdata. Enter BIRTH_DTTas you did in STEP 3.
STEP 6. Enter condition. Type ¥<Tand press <<Enter=.
STEP 7. Enter "ZVALUET data. To list the dates before 1 January 1963, type 19630101

and press <<Enter=.
STEP 8. Press <F8=<F2>= to generate your report for viewing on-screen.

RESULTS. When the report appears, notice that the first column of data contains
the BIRTH_DT wvalues.

Unlike the previous report, which showed every value, the dates shown range between the dates
that you entered. This is because you placed conditions on the query using the Basic Ad Hoc
Query®Conditions screen.

75.1.3 Sdect aRangeof Valuesfor Names

The procedure given in paragraph B.5.1.2 shows how to place conditions on the output so you can
control more precisely, what information is reported. Here are two other examples that use
conditions to specify various ranges of values.

7514 Search for Namesby Firs Letter.

This procedure is based on the sample report shown in paragraph 7.5.1.2. This sample lists all
values in the LASTNAME field that begin with the letter S.

STEP 1. Enter TFIELDST data in the Basic Ad Hoc Querymscreen. Use BLASTNAMETas
the WFieldsTinput. (To unmark any marked field, highlight it and press <F2=).

STEP 2. Enter TORDER BYT value. Place BLASTNAMET into the first ®Order By T input
field, and press <<Enter=. Choose BAscendings.

STEP 3. Press <<F3= to display the Basic Ad Hoc Conditions screen.

STEP 4. Enter values. In Wield 1menter LASTNAMETR In the EConditionT field, enter

LIKEL In the WalueT field, enter %KL The WoT is a special wildcard ™
character that matches any number of characters.

STEP 5. Press <<F8/F2= to generate and display the report.
7.5.1.5 Search for Nameswith Alternate Spellings.

This query searches for all LASTNAME values that are spelled a certain way (WBAnderson® or
BAndersen's, in this case).

STEP 1. Enter WFIELDST data in the Basic Ad Hoc QueryTscreen. Use BLASTNAMETas
the WFieldsTinput. (To unmark any marked field, highlight it and press <F2=).

STEP 2. Enter TORDER BYT value. Place BLASTNAMET into the first ®Order By T input
field, and press <<Enter=. Choose BAscendings.

STEP 3. Press <<F3= to display the Basic Ad Hoc Conditions screen.

STEP 4. Enter values. In Wield 1Tenter LLASTNAMER. In the XCondition field, enter

LIKET In the ®ValueTfield, enter BANDERS N7 The 1 Tis special wildcard
character that matches any one character.

STEP 5. Press <<F8/F2= to generate and display the report.
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8 ISM USER INTERFACE STANDARDS

The ISM applications have been designed and written to be consistent in the way in which they are
accessed and used. The method of use or énterface ¥with the ISM was designed using the
Extended Terminal Interface Prototype (ETIP). This development tool has made the use of the
applications standard throughout each ISM. A standard interface provides the user with
consistency, on-line help, menus, function keys, and prompts to assist the user at each step
throughout the application. The interface standard is easy to use if learned once for an application,
the learning process for additional applications will be minimal.

8.1 SCREEN LABELED FUNCTIONKEYS(SLK)

Notice the indication of eight (8) keys at the bottom of the terminal screen. These eight (8) keys,
the Screen Labeled Function Keys (SLK), correspond to the F1 through F8 function keys on the
keyboard. They will always appear at the bottom of the screen as long as the terminal being used
supports function key labeling. (If the terminal being used does not support function key labeling,
then the space at the bottom of the display will be used.) In place of the actual key label, the
system will show a word(s) to indicate the current options available and what action you will take
when you press that key.

There are two sets of SLK. The first set contains the functions used most commonly while in an
ISM application.

_HELP QCHOICES | SAUE Jf | | N cANCEL BCHD-MEHURCHG-KEYS

Figure 8.1-1. Screen Labeled Function Keys (1)

This is the set of SLK displayed when first entering an ISM. The functions available via these SLK
are:

F1 HELP display HELP

F2 PREVPAGE display previous page of current text

F3 NEXTPAGE display next page of current text

F6 CANCEL Cancel the operation and return to previous screen
F7 CMD-MENU not active in ISM applications

F8 CHG-KEYS switch to second set of SLK

All SLK options always occur on the same key. For example, CANCEL will always appear on the
F6 key. Other commands that may appear on the first set of SLK include:

F1 PRINT Print the requested report

F2 VIEW View the requested report

F2 CHOICES Access a selection list of possible choices. Use this for selecting and
inserting a value into a field when filling out a form.

F3 SAVE Proceed with operation. The exact meaning of this option is always

spelled out on the screen. In general, this is used to indicate that the
pending operation is to be performed or in case of forms that the
data entered should be processed.

Pressing the SLK labeled CHG-KEYS will display a second set of SLK. Pressing CHG-KEYS
repeatedly will toggle between the first and second set of SLK.

Figure 8.1-2. Screen Labeled Function Keys (1)
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The functions available via these SLK are:

F7 FRM-MGMT Access the Frame Management Menu
F8 CHG-KEYS Toggle between first and second set of SLK

Other commands that may appear on the second set of SLK include:

F1 PRINT Print the requested report
F2 VIEW View the requested report
F3 XMIT Transmit the requested report

The Frame Management Menu is accessible at all times and provides the following options:

Table 8-1. Frame Management Menu Options

OPTION DESCRIPTION

List the open frames. Displays a list by name of all the frames currently displayed on
the screen. If a frame is selected from this list, the selected frame becomes the active
frame.

Move the active frame. Allows you to relocate the active frame to another position
on the display. This adjustment of position is temporary and only effects the current
frame.

reshape Reshape the active frame. This allows you to change the length or width of the
current frame within certain limits. This adjustment of shape is temporary and only
effects the current frame.

refresh Refresh the display. This option is useful when the display becomes garbled for any
reason.

Color Set Color Attributes. This option displays a form that allows you to select and set
Attributes your color preferences for various aspects of the display. These settings are
permanent but can be changed at a later time.

The SLK will help you make selections, process form entries, and access additional information
needed to complete forms for processing.

8.2 HELP

Help is always available by pressing the SLK labeled HELP. HELP consists of one or more full
screen text boxes that contain background, explanatory and show toTinformation. The Help text
displayed when you press the Help SLK will depend on where you are in the application that you
are using. For example:

The &iELP ndisplayed, while you are at the starting point, i.e., the ®Master Menus, will contain
general information about the ISM and specific information about the menu selection that you have
highlighted at the time you have pressed the HELP SLK.
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HELP-Peacetime Menu (M)

o R o B R R T R o e R ) USINS THISZ HELP FUNCTION gt k. by 2 L e o S e L S e e B e
To move through this HELP text (or any multi-page HELP
text), use the keys:

FZ = PREV PAGE to go back one page
F3 = NEXIT PAGE to go forward one page
cursor down arrow to go down one line
CUrsor up arrow to go up one line

To proceed with the DAMIS application, press RETURN.
To cancel the DAMIS application, press Fé.

dkbdtkhdthkdthhkdbtrkdttrtd ENLD OF GENERAL HELD **tt+tttddddbddddtrtttrs

FZz = PREV PAGE; RETURN to resume application

Figure 8.2-1. HELP Screen

The HELP displayed while a form is on the screen will contain an explanation of the overall form
and often will show detailed instructions regarding each field in the form. Each é1ELP iscreen will
have additional instructions at the bottom of each screen indicating any further actions that can be
taken while using HELP. You can see the examples of this in accessing the HELP when the initial
ISM WWelcome tomscreen appears upon logging on to your system.

Notice the highlighted instructions and the corresponding SLK for moving around in the HELP text.
The shaded scrollbar on the right hand border of the screen will indicate with small vertical arrows
if there is text before or after the current page.

Please note that you can accomplish the access to the ISM applications through different methods.
These instructions are based on the use of the AT&T 605 terminal. If you are using another type of
terminal or terminal emulation software to access the ISM applications, you may not be able to use
the SLK as mentioned. In such cases, you may have to use Alternative Keystrokes. This table
should help, if not, see your System Administrator.

Table 8.2. Alternate Keystrokes

Keys Alternative Keystrokes Function

F1 through F8 Control-F 1 through Control-F 8 Screen Labeled Keys

Beg Control-B Display the first page

End Control-E Display the last page

Down Arrow or Scroll | Control-D or Control-F D Scroll the display down by one
Down quarter of a page

Up Arrow or Scroll Up Control-U or Control-F U Scroll the display up by one
quarter of a page

Page Up Control-V Scroll up a page

Page Down Control-W Scroll down a page

8.3 MENUS

Menus are another feature of the standard user interface. Menus are shown and choices are made
from these menus to move around in the application. Menu selections do not have to be accessed
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in the order that they appear. There are several ways to move through a menu and each menu that
appears will have simple instructions to follow that will appear at the bottom of the screen.

One way to move through a menu is to use the Up and DOWN ARROW keys. Using these keys you
can move the highlighted bar up and down the menu. Pressing the DOWN ARROW while at the last
selection in the menu will result in the highlight bar moving to the first menu selection. The reverse
is true for using the Up ARROW while the highlight bar is at the first choice.

Additionally, you can access the menu items by typing in the key corresponding to the first
character (usually a number) in the line that contains the choice. For example, when a menu
appears on the screen, the highlight bar usually appears at the first choice. If you want to select the
eighth (8th) item in the menu, press the 8 key on the keyboard. The highlight bar will move
directly to that item. If you move the highlight bar in this manner, and decide not to make that
particular selection, you must use the UP and DOWN ARROW keys to move the highlight bar
further.

Another type of menu that the ISM applications will have, is the CHOICE menu. These choices are
not always numbered and they often contain text on each line. When these menus are displayed,
the first character access method can be used with the added feature of being able to continue typing
in characters until a specific match has been found. The terminal will beep if there are no other
matches to the character sequence that has been entered.

You can access menus by additional methods, depending upon the type of menu that appears. You
may use the Alternative Keystrokes.

Table 8-3. Alternative Keystrokes for Menus

Next Control-N Move the next item

Prev Control-P Move to the previous item

Down Arrow Control-D Move down

Up Arrow Control-U Move Up

Beg or Home Control-F B or Control B Move to the first item

End or Home Down Control-F E or Control E Move to the last item

8.4 FORMS

Forms are another feature of the standard user interface. Forms are displayed and data entered into
and displayed from the application using the various field of the form. A form may consist of a
single screen or may consist of a number of screens. The data entered into the fields in a form does
not update the application until you press the <<F3 SAVE= key at the completion of the form.
Then the system updates all the fields at once. The fields in a form do not have to be accessed in
order. There are several ways to move between the fields in a form and each form that appears
will have simple instructions to follow that will appear at the bottom of the screen. You may use
the Alternative Keystrokes.

Table 8-4. Alternative Keystrokes for Selecting Fields
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Table 8-4. Alternative Keystrokes for Selecting Fields

Keys

NEXT or TAB

Alternative Keystrokes

Control-N or Control-I

Function

Move to the next field

PREV or SHIFT-TAB

Control-P or Control-T

Move to the previous field

BEG Control-B Move to the first field

END Control-E Move to the last field

Down Arrow Control-D Move down to the next field

Up Arrow Control-U Move up to the previous field

You may be able to edit the data entered into the field. The application edits some fields
automatically. For example, the system may convert the data to upper case after you have entered
in lower case. The system checks the date and numeric format fields for their validity.

If a list of valid choices to enter in to a field is available, pressing the SLK labeled CHOICES will
cause a sub-menu to appear. Highlighting the desired entry and pressing <<Enter= will cause the
selected entry to be entered into the field. You may edit a data within a field using Alternative
Keystrokes.

Table 8-5. Alternative Keystrokes for Editing Fields

Alternative
Keystrokes

Keys Function

Left Arrow Control-L Move left within the current field

Right Arrow Control-R move right within the current field

SHIFT-Left Arrow Control-F P Move to the previous word in the current field

SHIFT-Right Arrow Control-F N Move to the next word in the current field

HOME

Control-F B Move to the beginning of the current field

HOME DOWN Control-F E Move to the end of the current field

Del or Del Char Control-X Delete character at cursor

Del Line Control-K Delete line at cursor

SHIFT-Del Control-F W Delete word at the cursor

Clear EOL Control-F Y Clear to the end of line

Control-H Delete the character before the cursor

Back Space

Clear or SHIFT-Clear | Control-Y Clear the entire field

Line

Opts Control-F O

ESC

Display choices menu

Control-[ Toggle between insert and overwrite modes

8.5 PROMPTS;
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Many screens and forms throughout the ISM application will contain brief messages to the user.
These messages, displayed at the bottom of the screen, are prompts indicating what is expected in
the way of keyboard action. Most commonly, when a menu appears, you will see:

Highlight your selection and press RETURN

You are to make a choice by moving the highlight bar to a menu item and select it by pressing the
<Enter= key.

When a form appears, a prompt will appear at the bottom of the screen indicating what kind of
information you are to enter in respective to the field where the blinking cursor appears.

8.6 DATES

Date fields have the format YYYY/MM/DD. You do not require the éuseparator and you may
omit the leading century. If you enter the &useparator, you may omit leading zeros. For example,
to enter the date of July fourth 1992, you may type 1992/07/04, 19920704, 920704, 92/07/04, or
92/7/4. In each case the date will appear in the standard format. You may use any non numeric
character instead of éuas a separator when entering dates. For example, when using the numeric
keypad to enter dates, you can use the ot (L) character instead of &1 The entry EodayTin
any date field will populate that field with the current date.
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9 CHOICES-CODELISTS

Telephone Type Code

cCHm=Z=—0

Commander Duty Telephone Number
Installation Telephone Number
Medical Facility Telephone Number
Reporting Station Telephone Number
Training Center Telephone Number
Unit Commercial Telephone Number

N =

Mailing Address

Unit Address
New Address
Off Post Address

No
Yes

Permission Granted

= Deny Permission
= Grant Permission

Printer Class Options

LASER PRINTER
DRAFT-80 COL
DRAFT-132 COL/COND
LABEL PRINTER
SLAVE PRINTER

GEN
LTG
MG
BG
COL
LTC
MAJ
CPT
1ILT

2LT
CW5
Cw4
Cw3
Cw2
WwO1
SMA
CSM
SGM
MSG
1SG
SFC
SSG
SGT
CPL
SPC

Rank
010 GENERAL
09 LIEUTENANT GENERAL
08 MAJOR GENERAL
o7 BRIGADIER GENERAL
06 COLONEL
05 LIEUTENANT COLONEL
04 MAJOR
03 CAPTAIN
02 FIRST LIEUTENANT
01 SECOND LIEUTENANT
W5 Chief Warrant Officer (A)
w4 CHIEF WARRANT OFFICER W4
W3 CHIEF WARRANT OFFICER W3
W2 CHIEF WARRANT OFFICER W2
w1 WARRANT OFFICER W1
E9 SERGEANT MAJOR OF THE ARMY
E9 COMMAND SERGEANT MAJOR
E9 SERGEANT MAJOR
ES8 MASTER SERGEANT
ES8 FIRST SERGEANT
E7 SERGEANT FIRST CLASS
E6 STAFF SERGEANT
E5 SERGEANT
E4 CORPORAL
E4 SPECIALIST 4
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PFC E3 PRIVATE FIRST CLASS
PV2 E2 PRIVATE E2
PV1 El PRIVATE E1
Rank Code - Military (All)
GEN 00 General (A, AF)
Gen 010 General (MC)
ADM 010 Admiral (N & CG)
LTG 09 Lieutenant General (A)
LtGen 09 Lieutenant General (AF, MC)
VADM 09 Vice Admiral (N & CG)
MG 08 Major General (A)
MajGen 08 Major General (AF, MC)
RADM 08 Rear Admiral (N & CG)
BG o7 Brigadier General (A)
BGen o7 Brigadier General (AF)
BrigGen o7 Brigadier General (MC)
CADM o7 Commodore (N & CG)
COL 06 Colonel (A)
Col 06 Colonel (AF, MC)
CAPT 06 Captain (N & CG)
LTC 05 Lieutenant Colonel (A)
LtCol 05 Lieutenant Colonel (AF, MC)
CDR 05 Commander (N & CG)
MAJ 04 Major (A)
Maj 04 Major (AF, MC)
LCDR 04 Lieutenant Commander (N & CG)
CPT 03 Captain (A)
Capt 03 Captain (AF, MC)
LT 03 Lieutenant (N & CG)
1ILT 02 First Lieutenant (A)
IstLT 02 First Lieutenant (AF, MC)
LTIG 02 Lieutenant Junior Grade (N & CG)
2LT 01 Second Lieutenant (A)
2ndLt 01 Second Lieutenant (AF)
2dLt 01 Second Lieutenant (MC)
ENS 01 Ensign (N & CG)
CW5 W5 Chief Warrant Officer (A)
CWO0-5 W5 Chief Warrant Officer (AF, N & CG)
CwWO05 W5 Chief Warrant Officer (MC)
Cw4 W4 Chief Warrant Officer (A)
CwWo0-4 W4 Chief Warrant Officer (AF, N & CG)
Cwo4 W4 Chief Warrant Officer (MC)
Cws3 W3 Chief Warrant Officer (A)
CwWO0-3 W3 Chief Warrant Officer (AF, N & CG)
Cwo03 W3 Chief Warrant Officer (MC)
CwW2 W2 CHIEF WARRANT OFFICER (A)
CWO0-2 W2 Chief Warrant Officer (AF, N & CG)
Cwo02 W2 Chief Warrant Officer (MC)
WO1 W1 Warrant Officer (A)
WO W1 Warrant Officer (AF, MC)
WO-1 W1 Warrant Officer (N & CG)
CSM E9 Command Sergeant Major (A)
SGM E9 Sergeant Major (A)
CSMgt E9 Chief Master Sergeant (AF)
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SgtMaj E9 Sergeant Major (MC)
MGySgt E9 MASTER Gunnery Sergeant (MC)
MCPO E9 Master Chief Petty Officer (N & CG)
1SG ES8 First Sergeant (A)
MSG ES8 Master Sergeant (A)
SMSgt ES8 Senior Master Sergeant (AF)
1st Sgt ES8 First Sergeant (MC)
MSgt ES8 Master Sergeant (MC)
SCPO ES8 Senior Chief Petty Officer (N & CG)
SFC E7 Sergeant First Class (A)
PSG E7 Platoon Sergeant (A)
MSgt E7 Master Sergeant (AF)
GySgt E7 Gunnery Sergeant (MC)
CPO E7 Chief Petty Officer (N & CG)
SSG E6 Staff Sergeant (A)
TSgt E6 Technical Sergeant (AF)
SSgt E6 Staff Sergeant (MC)
PO1 E6 Petty Officer First Class (N & CG)
SGT E5 Sergeant (A)
SSgt E5 Staff Sergeant (AF)
Sgt E5 Sergeant (MC)
PO2 E5 Petty Officer Second Class (N & CG)
CPL E4 Corporal (A)
SPC E4 SPECIALIST (A)
SGt E4 Sergeant (AF)
Cpl E4 Corporal (MC)
PO3 E4 Petty Officer Third Class (N & CG)
SrA E4 Senior Airman (AF)
PFC E3 Private First Class (A)
AlC E3 Airman First Class (A)
LCpl E3 Lance Corporal (MC)
SN E3 Seaman (N & CG)
PVT E2 Private (A)
Amn E2 Airman (AF)
Pfc E2 Private First Class (MC)
SA E2 Seaman Apprentice (N & CG)
PV1 El Private (A)
AB El Airman Basic (AF)
PVt El Private (MC)
SR El Seaman Recruit (N & CG)
Priority Level
Routine
Urgent
Emergency
Report Type
ECP-S
Problem Report
System Code (A/C)
A Autovon
C Commercial
F FCC
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W WATS
Purpose Code (A/C)
A Voice
B Modem
C Fax
D EMail
E Electronic Data Transmission

Past 30 Day Cutoff Mail Menu

PRINT Report
VIEW Report

Projected Gains List Menu

PRINT Report
VIEW Report

Projected Gains List Report

PRINT Report
VIEW Report

Incomplete Forwarding Address Menu

PRINT Report
VIEW Report

Departed List Menu

PRINT Report
VIEW Report

Departed Time Period

30 days
12 months

Incomplete Menu

30 days
12 months

ACTIVE Individual Status

Permanent Party Soldier
Student
T Temporary Mail on Hold

w T
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